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CHAPTER I  
INTRODUCTION
S c h o o l  a n n u a l s  h a v e  becom e so  co m m o n p lace  i n  m o d e rn  
e d u c a t i o n  t h a t  s u c h  p u b l i c a t i o n s  a r e  now a  m a j o r  a c t i v i t y  
i n  m o s t  h i g h  s c h o o l s .  To p u b l i s h  a  p i c t o r i a l  y e a r b o o k  t h a t  
w i l l  s t i m u l a t e  i n t e r e s t ,  g i v e  p u b l i c i t y ,  a n d  c r e a t e  p r i d e  i n  
s c h o o l  l i f e  s h o u l d  b e  t h e  a im  o f  e v e r y  f a c u l t y  a d v i s e r .  
Y e a r b o o k  s p o n s o r s  h a v e  d e v e l o p e d  many p r a c t i c e s  t o  p r e v e n t  
p r o b l e m s  t h a t  a r e  l i k e l y  t o  a r i s e ,  a n d  t o  s o l v e  e x i s t i n g  
o n e s .  The d e s i r e  t o  h e l p  s o l v e  s p e c i f i c  p r o b l e m s  i n  y e a r ­
b o o k  p r o d u c t i o n ,  p r o m p t e d  t h i s  s t u d y .
S t a t e m e n t  o f  t h e  p r o b l e m . The p u r p o s e s  o f  t h i s  p a p e r  
w e r e :  ( 1 )  t o  d e t e r m i n e  t h e  e x t e n t  t o  w h ic h  y e a r b o o k  a c t i v i ­
t i e s  a r e  b e s t  i n t e g r a t e d  w i t h  s c h o o l  s u b j e c t s ,  (2 )  t o  d i s ­
c o v e r  t h e  m a j o r  p r o b l e m s ,  ( 3 )  t o  d e t e r m i n e  t h e  a i m s  o f  
s c h o o l s  f o r  p r o d u c i n g  y e a r b o o k s ,  ( 4 )  t o  s e c u r e  f r o m  y e a r ­
b o o k  j u d g e s  t h e i r  o p i n i o n s  a s  t o  w h a t  c o n s t i t u t e s  good  e d i t ­
i n g ,  ( 3 )  t o  d i s c o v e r  d i f f e r e n t  p r o c e d u r e s  u s e d ,  (6 )  t o  
c e t e r m i n e  t h e  r e s p o n s i b i l i t i e s  o f  t h e  a d v i s e r  a n d  v a r i o u s  
s t a f f  m e m b e r s ,  ( 7 )  t o  d i s c o v e r  t h e  m o s t  s u i t a b l e  e q u i p m e n t  
f o r  s c h o o l  u s e ,  a n d  (£ )  t o  s e r v e  a s  a  g u i d e  f o r  b e t t e r  y e a r ­
b o o k  p r o d u c t i o n .
L i m i t a t i o n s  o f  t h e  s t u d y . The s t u d y  w a s  c o n f i n e d  t o
— 1—
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t h e  h i g h  s c h o o l  l e v e l .  ( . q u e s t i o n n a i r e s  w e r e  s e n t  t o  h i g h  
s c h o o l s  i n  M o n ta n a  i n  o r d e r  t o  a c q u i r e  a s  c o m p l e t e  a  p i c t u r e  
o f  t h e i r  y e a r b o o k  p r o g r a m  a s  p o s s i b l e .  R a t i n g s  on d e f i n i t e  
b o o k s  w e r e  s e c u r e d  f r o m  t h e  N a t i o n a l  S c h o o l  Y e a r b o o k  A s s o c i ­
a t i o n  o f  H o u s t o n ,  T e x a s ,  a s  w e l l  a s  f ro m  t h e  S c h o o l  o f  
J o u r n a l i s m ,  M o n ta n a  S t a t e  U n i v e r s i t y ,  M i s s o u l a ,  M o n ta n a .  The 
s u r v e y  made by  t h e  U n i v e r s i t y  o f  Wyoming^s j o u r n a l i s m  d e p a r t ­
m e n t  , an d  t h e  N a t i o n a l  S c h o l a s t i c  P r e s s  A s s o c i a t i o n ’ s g u i d e ­
b o o k  w e r e  v a l u a b l e  a i d s  i n  c o m p i l i n g  t h i s  m a t e r i a l .
Y e a r b o o k  d e f i n e d . Y e a r b o o k  i s  a  t e r m  u s e d  s y n o n y ­
m o u s l y  w i t h  " s c h o o l  a n n u a l " .  I t  i s  t h e  s c h o o l  p u b l i c a t i o n  
t h a t  p r e s e r v e s  t h e  h i s t o r y  o f  t h e  s c h o o l  b o t h  i n  p i c t u r e s  
a n d  i n  t y p e .  The N a t i o n a l  E n c y c l o p e d i a  d e f i n e s  y e a r b o o k s  
i n  t h i s  m a n n e r :
Y e a r b o o k s  a r e  r e p o r t s  p u b l i s h e d  r e g u l a r l y  a t  
t h e  e n d  o f  e a c h  y e a r ,  s u rm r ia r i z in g  w o r l d  e v e n t s ,  
o r  g i v i n g  i n  c o m p a c t  a l p h a b e t i c a l  f o r m  a l l  a v a i l ­
a b l e  d a t a  f o r  t h e  y e a r  on  some p a r t i c u l a r  b r a n c h  
o f  hum an  a c t i v i t y . 1
S c h o o l  y e a r b o o k s  do n o t  sum ii ta r ize  w o r l d  e v e n t s ,  n o r  
do t h e y  f o l l o w  a  c o m p a c t  a l p h a b e t i c a l  f o r m ,  b u t  t h e y  a r e  
a n n u a l  r e p o r t s  t o  t h e  p u b l i c  p u b l i s h e d  r e g u l a r l y  a t  t h e  end  
o f  e a c h  s c h o o l  y e a r .  T h e r e  c a n  b e  no  m ore  i m p o r t a n t  "human 
a c t i v i t y "  t h a n  t h a t  o f  b o y s  a n d  g i r l s  i n  t h e  A m e r i c a n  
s c h o o l s  o f  t o d a y .
^ " Y e a r b o o k , "  The N a t i o n a l  E n c y c l o p e d i a , ( P .  F .  
C o l l i e r  a n d  S o n  C o r p o r a t i o n ,  New Y o r k , 193 5)  , X : 5 4 7 .
*3 “
I m p o r t a n c e  o f  t h e  p ro  b le rn . T h a t  a c u r r i c u l u m  m u s t  be  
w i d e  e n o u g h  t o  i n c l u d e  t h e  n e e d s  o f  a l l  t h e  s t u d e n t s  h a s  
b e e n  m a i n t a i n e d ;  many a l s o  b e l i e v e  t h a t  t h e s e  n e e d s  c a n  b e  
m e t  b y  e x t e n d i n g  t h e  c u r r i c u l u m  t o  i n c l u d e  a  d e f i n i t e  p l a c e  
f o r  y e a r b o o k  p r o d u c t i o n .  W o r k in g  on  a  y e a r b o o k  s t a f f  s h o u l d  
b e  c o n s i d e r e d  v a l u a b l e  i n  a  c u r r i c u l u m  w h ic h  a t t e m p t s  t o  
g i v e  s t u d e n t s  a  c h a n c e  f o r  s e l f - e x p r e s s i o n ,  v o c a t i o n a l  g u i d ­
a n c e ,  a n d  c h a r a c t e r  t r a i n i n g ,  s i n c e  i t  s t i m u l a t e s  co m m u n i ty  
i n t e r e s t  a n d  p r i d e  i n  t h e  s c h o o l .
The M o n ta n a  I n t e r s c h o l a s t i c  E d i t o r i a l  A s s o c i a t i o n ’ s 
C o n v e n t i o n s  h e l d  a n n u a l l y  a t  t h e  M o n ta n a  S t a t e  U n i v e r s i t y ,  
l o c a t e d  a t  M i s s o u l a ,  M o n t a n a ,  h a v e  g i v e n  v a l u a b l e  h e l p  t o  
f a c u l t y  a d v i s e r s  a n d  s t a f f  m e m b e rs .  P r o f e s s i o n a l  m a g a z i n e s ,  
s u c h  a s  P h o t o l i t h  a n d  The S c h o l a s t i c  E d i t o r , g i v e  t i m e l y  a n d  
w o r t h w h i l e  a d v i c e .  R a t i n g s  by N a t i o n a l  C r i t i c a l  S e r v i c e s  
a r e  e n l i g h t e n i n g ,  a n d  t h e  c o n t r i b u t i o n s  made by  y e a r b o o k  
p u b l i s h e r s ,  i n  t h e  way o f  i n s t r u c t i o n  b o o k s ,  s e r v e  a s  g u i d e s  
t o  b e t t e r  y e a r b o o k s .
S t i l l  many y e a r b o o k  s t a f f s  a r e  c o n f u s e d ,  a n d  t h e r e  i s  
a l a c k  o f  p r o g r e s s  a n d  i m p r o v e m e n t  f r o m  y e a r  t o  y e a r .  F o r  
t h i s  r e a s o n ,  a  s t u d y  o f  t h e  p r o c e d u r e s  u s e d  i n  h i g h  s c h o o l  
y e a r b o o k  p r o d u c t i o n  se em s  b o t h  f i t t i n g  a n d  t i m e l y .  F i t t i n g ,  
b e c a u s e  o f  t h e  n e e d  f o r  a n  u n d e r s t a n d i n g  o f  y e a r b o o k  p r o b ­
l e m s ;  t i m e l y ,  b e c a u s e  o f  t h e  p o p u l a r  demand f o r  b e t t e r  
y e a r b o o k s .
The f i n d i n g s  o f  t h i s  s t u a y  c o u l a  p o s s i b l y  b e  o f  v a l u e
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i n  c u r r i c u l u m  r e v i s i o n  i n  M o n ta n a  * s  s c h o o l s .
CHAPTER I I  
HISTORICAL BACKGROUND OF YEARBOOKS
I n  o r d e r  t o  b e t t e r  u n d e r s t a n d  y e a r b o o k s ,  a r e v i e w  o f  
t h e i r  h i s t o r y  s e e m e d  n e c e s s a r y  i n  o r d e r  t o  f i n d  o u t  how t h e y  
b e g a n ,  t o  t r a c e  t h e i r  s t a g e s  o f  d e v e l o p m e n t ,  a n d  t o  u n d e r ­
s t a n d  t h e  e v o l v i n g  p h i l o s o p h i e s .
How y e a r b o o k s  w e r e  s t a r t e d . R e g a r d i n g  t h e  e a r l y  h i s ­
t o r y  o f  y e a r b o o k s ,  M e d l i n  m a k es  t h e  f o l l o w i n g  coirunent:
I n  t h e  b e g i n n i n g  s e n i o r s  e x c h a n g e d  p i c t u r e s .
Some p a s t e d  th e m  i n t o  a l b u m s  t o g e t h e r  w i t h  nev js-  
p a p e r  c l i p p i n g s  t o  s e r v e  a s  a r e m i n d e r  o f  s c h o o l  
d a y s .  Some s u c h  p r o c e d u r e  s t i l l  o b t a i n s  i n  many 
s m a l l  s c h o o l s .
E v e n t u a l l y  p r i n t e d  y e a r b o o k s  came i n t o  b e i n g .
I n  t h e  l a t e  lÔ&O’ s ,  t h e  u s e  o f  h a l f t o n e s  w as  d e ­
v e l o p e d  a n d  t h e  m ore  p r o g r e s s i v e  s c h o o l s  a d o p t e d  
t h i s  new m e th o d  o f  p h o t o  r e p r o d u c t i o n  i n t o  t h e i r  
p u b l i c a t i o n s • ^
Y e a r b o o k s  h a v e  i m p r o v e d  t r e m e n d o u s l y  s i n c e  i 8 6 0 ,  b u t  
t h e r e  w as  no  i m m e d i a t e  c h a n g e  t o  t h e  p r e s e n t  s t r e a m l i n e d  
b o o k .  The  c l a s s  h i s t o r y  b o o k  o f  two g e n e r a t i o n s  ago  i s  now 
a  c o m p r e h e n s i v e  a n d  a r t i s t i c  p u b l i c a t i o n .  No l o n g e r  w i l l  a  
s t u d e n t  b o d y  b e  s a t i s f i e d  w i t h  a  " h o d g e - p o d g e "  y e a r b o o k .  
N e i t h e r '  w i l ]  t h e  s t u d e n t s  b e  s a t i s f i e d  w i t h  a  book c o n t a i n ­
i n g  l i t t l e  e l s e  t h a n  s e n i o r  m e m o r i e s .
The m o s t  m a r k e d  i m p r o v e m e n t  i n  y e a r b o o k s  h a s  come
^ C a l v i n  J .  M e d l i n ,  S c h o o l  Y e a r b o o k  E d i t i n g  a n d  M a n a g e ­
m e n t  , (T he  K a n s a s  S t a t e  C o l l e g e  P r e s s ,  M a n h a t t a n  K a n s a s ,  1 9 4 9 ) ,
p . 1 .
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a b o u t  t h r o u g h  b e t t e r  p h o t o g r a p h y .  P i c t u r e s  w i t h  s p a r k l e  
g i v e  l i f e  t o  t h e  b o o k ,  a n d  a r e  i n v a l u a b l e  t o  t h e  p r o d u c t i o n  
o f  a  s a t i s f a c t o r y  a n n u a l .  O t h e r  i m p r o v e m e n t s  l i s t e d  by  t h e  
S .  D. W a r r e n  Company a r e  a s  f o l l o w s :
Y e a r b o o k  c r e a t i o n  h a s  b e e n  t r e m e n d o u s l y  i n f l u ­
e n c e d  by  t h e  m a rk e d  a r t i s t i c  a n d  m e c h a n i c a l  p r o g r e s s  
t h a t  h a s  b e e n  made i n  t h e  g r a p h i c  a r t s  o f  p r i n t i n g ,  
p h o t o g r a p h y ,  p h o t o - e n g r a v i n g ,  d e s i g n  a n d  i l l u s t r a -  
t i o n - - a i d e d  a n d  a b e t t e d  b y  b e t t e r  p a p e r ,  b e t t e r  
c r a f t s m a n s h i p , a n d  r a d i c a l l y  i m p r o v e d  p r i n t i n g  
p r o c e s s e s . ^
T o d ay  e l e c t r o n i c  b r a i n s  a r e  u s e d  w i t h  t h e  w o r l d ’ s 
l a t e s t ,  a n d  f i n e s t  l i t h o g r a p h i c  c a m e r a s  t o  i n s u r e  s p l i t -  
s e c o n d ,  p r e c i s i o n  r e s u l t s ,  a n d  t h e  v e r y  u t m o s t  i n  r e p r o d u c ­
t i o n  q u a l i t y  a n d  d e t a i l .
C h a n g i n g  p h i l o s o p h i e s . W i th  t h e  i n t r o d u c t i o n  o f  t h e  
o f f s e t  m e th o d  o f  r e p r o d u c t i o n ,  many b o o k s  r e g r e s s e d  b e c a u s e  
o f  u s i n g  many p i c t u r e s  on  a  p a g e . P a g e s  w e r e  jammed w i t h  
p i c t u r e s  b e c a u s e  t h e r e  w as  no  a d d i t i o n a l  c o s t  a n d  copy  was 
n e g l e c t e d .  Many o v e r p l a y e d  t h e  th e m e  a n d  p e r m i t t e d  i t  t o  
d o m i n a t e  t h e  a n n u a l .  Many f a i l e d  t o  r e c o g n i z e  t h e  m a in  
f u n c t i o n s  o f  t h e  b o o k ,  w h i c h  a r e :  ( 1 )  " t o  p r i n t  p i c t u r e s  o f
a l l  s t u d e n t s ,  a n d  ( 2 )  t o  t e l l  o f  t h e i r  a c c o m p l i s h m e n t s  a n d
3
a c t i v i t i e s . "  T o d a y ,  t h e  th e m e  i s  i n  h a r m o n y  w i t h  t h e  com­
m u n i t y  a n d  t h e  s c h o o l ,  a n d  i s  u s u a l l y  d i s p l a y e d  o n l y  on t h e  
c o v e r ,  e n d - s h e e t s ,  a n d  d i v i s i o n  p a g e s .
2E v o l u t i o n  o f  t h e  Y e a r b o o k , "  B e t t e r  Y e a r b o o k s  T h r o u g h  
B e t t e r  P l a n n i n g ; . ( S .  D. W a r r e n  Company, B o s t o n ,  1 9 4 9 ) ,  p .  1 .
^ M e d l i n ,  o p .  c i t . , p .  1 1 .
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E a r l y  b o o k s  s t r e s s e d  s c h o o l  h e r o e s ,  a t h l e t i c s ,  a n d  
t h e  e x t r a  c u r r i c u l a r  p r o g r a m .  They  f a i l e d  t o  c o n t a i n  a n y ­
t h i n g  a b o u t  c l a s s r o o m  a c t i v i t i e s  o r  co m m u n i ty  l i f e .  When 
o n e  t h u m b s  t h r o u g h  b e t t e r  b o o k s ,  o n e  f i n d s  now t h a t  t h e  
s c h o o l - a t - w o r k  h a s  b e e n  g i v e n  m ore  s p a c e .
W i th  t h e  c o m in g  o f  " c a n n e d ” d i v i s i o n  p a g e s  a n d  " a r t -  
c r a f t  l a y o u t s " ,  many e d i t o r s  t o o k  t h e  e a s y  r o u t e  a n d  u s e d  
t h e m .  T h i s  r e s u l t e d  i n  t h e i r  b o o k s  b e i n g  l i k e  a l l  t h e  
o t h e r s .  T h i s  l a c k  o f  o r i g i n a l i t y  c a u s e d  t h e  b o o k  t o  l o s e  
i t s  w a r m th  a n d  p e r s o n a l i t y .
P r o b a b l y  t h e  g r e a t e s t  s t r i d e s  h a v e  b e e n  made i n  a d v e r ­
t i s i n g .  E a r l y  i n t e r p r e t a t i o n s  w e r e  t h a t  a d s  i n  s c h o o l  a n ­
n u a l s  w e r e  m e re  d o n a t i o n s  a n d  t h e y  w e r e  u s u a l l y  o b t a i n e d  
t h r o u g h  p r e s s u r e .  M ost  " a d "  s a l e s m e n  f o r g o t  t o  s t r e s s  t h e  
p u b l i c i t y  v a l u e  o f  a d v e r t i s i n g  i n  t h e  s c h o o l  a n n u a l .  M odern  
" a d  g e t t e r s "  go f o r t h  w i t h  a  p o r t f o l i o  c o n t a i n i n g  n e e d e d  
i n f o r m a t i o n ,  s a m p l e s  o f  l a y o u t s ,  a n d  a  p l a n n e d  s a l e s  t a l k  a s  
t o  why t h e  p u b l i c  n e e d s  y e a r b o o k  a d v e r t i s i n g .
L i t e r a r y  m a t t e r ,  s u c h  a s  p r o p h e c i e s ,  w i l l s ,  a n d  c l a s s  
h i s t o r i e s  w e r e  common i n  o l d  y e a r b o o k s .  M ost  s c h o o l s  h a v e  
now e l i m i n a t e d  th e m  f r o m  t h e i r  m o d e rn  p r o d u c t i o n s  a l o n g  w i t h  
b a b y  p i c t u r e s  a n d  c a r i c a t u r e s .  Many v a r i a t i o n s  i n  p r a c t i c e s  
a r e  f o u n d ,  b u t  i n  g e n e r a l  a n n u a l s  a r e  i m p r o v i n g .  T h i s  p r o ­
g r e s s  w i t h  h i g h  s t a n d a r d s  e s t a b l i s h e d ,  s h o u l d  i n s u r e  b e t t e r  
y e a r b o o k s .
CHAPTER I I I
ORGANIZATION OF THE STAFF AND ITS  FUNCTIONS
G e n e r a l  a d m i n i s t r a t i o n . To be  a p p o i n t e d  on a y e a r ­
b o o k  s t a f f  i s  a  c h a l l e n g e • The s t u d e n t  b o d y  e x p e c t  i t s  
y e a r b o o k  t o  b e  a  s u c c e s s  e d i t o r i a l l y  an d  f i n a n c i a l l y .  I f  
t h e s e  a t t r i b u t e s  a r e  t o  be m e t ,  g o o d  p l a n n i n g  a n d  o r g a n i z a ­
t i o n  a r e  n e c e s s a r y .  T h i s  c a r e f u l  p l a n n i n g  w i l l  p r o v i d e  
e v e r y  a s s u r a n c e  t h a t  c o p y  d e a d l i n e s  c a n  b e  m e t ,  an d  t h a t  t h e  
y e a r b o o k  w i l l  b e  p a i d  f o r  w i t h  no  f i n a n c i a l  b u r d e n  l e f t  f o r  
o t h e r s  t o  a s s u m e .
P r o d u c t i o n  o f  a  y e a r b o o k  i s  d i v i d e d  i n t o  two s e p a r a t e  
p r o j e c t s ; n a m e l y ,  t h e  e d i t i n g  o f  t h e  b o o k ,  a n d  t h e  r a i s i n g  
o f  f u n d s .  B o t h  m u s t  o p e r a t e  h a r m o n i o u s l y  t h r o u g h o u t  t h e  
p r o d u c t i o n  p e r i o d .  T h i s  p l a n  h a s  u n t o l d  v a l u e  e d u c a t i o n a l l y  
a s  t h e  s t a f f  i s  b e i n g  i n t r o d u c e d  i n t o  t h e  p u b l i s h i n g  b u s i n e s s  
a s  w e l l  a s  g o o d  b u s i n e s s  m e t h o d s .  Members a r e  g e t t i n g  v o c a ­
t i o n a l  t r a i n i n g  a s  s a l e s m e n ,  p h o t o g r a p h e r s ,  a r t i s t s ,  b o o k ­
k e e p e r s ,  a n d  t y p i s t s .  T h e y  a r e  l e a r n i n g  t o  m e e t  t h e  p u b l i c ,  
t o  a s s u m e  r e s p o n s i b i l i t y ,  a n d  t o  w ork  a s  a  u n i t .
Many b o o k s  a r e  b e a u t i f u l  i n  a p p e a r a n c e ,  b u t  a r e  a  
f a i l u r e  b e c a u s e  s u f f i c i e n t  f u n d s  t o  p a y  t h e  b i l l s  w e r e  n o t  
c o l l e c t e d .  To o v e r c o m e  t h i s  p i t f a l l ,  t h e  b u s i n e s s  m a n a g e r  
s h o u l d  a p p r o v e  a l l  o r d e r s  b e f o r e  t h e y  a r e  p l a c e d  by  t h e  e d i ­
t o r i a l  d e p a r t m e n t .  The b u s i n e s s  m a n a g e r  m u s t  know w h a t  f u n d s
- 9 -
a r e  o n  h a n d  a n d  w h a t  a n t i c i p a t e d  a m o u n t s  he  c a n  e x p e c t  f r o m  
a d v e r t i s i n g ,  s u b s c r i p t i o n s ,  and  o t h e r  s p e c i a l  d e v i c e s  f o r  
r a i s i n g  m o n e y .
The s p o n s o r . The s u c c e s s  o r  t h e  f a i l u r e  o f  a  y e a r ­
bo o k  i s  n o t  t h e  p r o b l e m  o f  t h e  s t a f f  m em bers  a l o n e ,  a s  t h e
a d v i s e r  m u s t  g u i d e  t h e m  i n  a l l  t h a t  t h e y  d o .  The h e a d  o f
t h e  s c h o o l  m u s t  c o o p e r a t e  w i t h  th e m  a n d  b e  s y m p a t h e t i c  t o
t h e i r  p r o b l e m s .  The s u p e r i n t e n d e n t  m u s t  s e e  t h a t  t h e y  h a v e
a  room  a s s i g n e d  t o  t h e m  a n d  t h a t  t h e y  h a v e  a c o m p e t e n t  
a d v i s e r  who i s  i n t e r e s t e d  i n  t h e  s u c c e s s  o f  s c h o o l  p u b l i c a ­
t i o n s .
Many y e a r b o o k  s p o n s o r s  a r e  n o t  p r o p e r l y  t r a i n e d  f o r  
t h i s  m o m e n to u s  t a s k .  T h o s e  w i t h  j o u r n a l i s m  o r  a r t  t r a i n i n g  
u s u a l l y  do  w e l l  w i t h  t h e  e d i t i n g  o f  t h e  b o o k .  T h o se  w i t h  
c o m m e r c i a l  t r a i n i n g  do  w e l l  i n  a d v i s i n g  t h e  b u s i n e s s  m a n a g e ­
m e n t  s t a f f .  C o n s c i e n t i o u s  a d v i s e r s  a r e  a l w a y s  a n x i o u s  t o  
a t t e n d  e d i t o r i a l  c o n v e n t i o n s  a n d  summer c o u r s e s  d e a l i n g  w i t h  
y e a r b o o k  p r o d u c t i o n .
D u t i e s  o f  t h e  y e a r b o o k  a d v i s e r  a r e :  t o  p r o p e r l y  c o ­
o r d i n a t e  t h e  w o r k ,  t o  p l a c e  r e s p o n s i b i l i t y  on t h e  s t a f f , t o  
c e n s o r  a l l  m a t e r i a l  g o i n g  i n t o  t h e  a n n u a l ,  t o  b u i l d  s t a f f  
m o r a l e ,  an d  t o  s e e  t h a t  a  c a p a b l e  e d i t o r  an d  b u s i n e s s  man­
a g e r  a r e  s e l e c t e d .  I f  t h e  s t a f f  f u n c t i o n s  s a t i s f a c t o r i l y ,  
t h e  s p o n s o r  c a n  l i m i t  h i m s e l f  t o  g i v i n g  a d v i c e .  I f  h e  s u p e r ­
v i s e s  t o o  c l o s e l y ,  t h e  s t a f f  l o s e s  i n i t i a t i v e .
"To do a  good  j o b  w i l l  p r o o a o l y  r e q u i r e  m ore  t i m e ,
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p r e p a r a t i o n ,  a n d  s t u d y  t h a n  a n y  t w o  c o u r s e s  he  w i l l  h a v e  t o  
t e a c h , s t a t e s  M e d l i n  i n  r e g a r d  t o  t h e  d u t i e s  c o n n e c t e d  w i t h  
a d v i s i n g  a n  a n n u a l  s t a f f .  The p r o b l e m s  a r e  n u m e ro u s  and  v a r ­
i e d ,  so  e x t e n s i v e  t r a i n i n g  a n d  e x p e r i e n c e  a r e  g r e a t  a s s e t s .
A b a c k g r o u n d  t h a t  i n c l u d e s  f i n a n c e ,  p h o t o g r a p h y ,  j o u r n a l i s m ,  
a r t ,  a n d  a  g e n e r a l  k n o w l e d g e  o f  t h e  g r a p h i c  a r t s  i n d u s t r y  i s  
i d e a l  f o r  a n  a n n u a l  a d v i s e r .  I f  h i s  t r a i n i n g  i s  l i m i t e d ,  h e  
c a n  a l w a y s  g e t  i n f o r m a t i o n  f r o m  s t a t e  a n d  n a t i o n a l  p r e s s  a s ­
s o c i a t i o n s  a s  w e l l  a s  f r o m  b o o k s  a n d  o t h e r  p u b l i c a t i o n s .
Many s p o n s o r s  a r e  c h o s e n  by  c l u b  m em bers  o r  a  f a c u l t y  
c o m m i t t e e . T h i s  m e t h o d  c o u l d  r e s u l t  i n  s e l e c t i n g  a n  a d v i s e r  
who i s  n o t  q u a l i f i e d  f o r  t h e  w o r k .  I f  a  t e a c h e r  i s  e m p lo y e d  
w i t h  t h e  p r e v i o u s  k n o w l e d g e  t h a t  h e  i s  t o  s p o n s o r  t h e  y e a r ­
b o o k ,  b e t t e r  r e s u l t s  commonly w i l l  be o b t a i n e d .  A l b e r t  Mock 
h a s  t h e  a n s w e r  f o r  c o m p e t e n t  y e a r b o o k  s p o n s o r s  a s  w e l l  a s  
o t h e r  a c t i v i t y  d i r e c t o r s .  He s t a t e s  t h a t ;
T h e r e  i s  a  dem an d  f o r  a c t i v i t y  d i r e c t o r s  who 
h o l d  a  c e r t i f i c a t e  b a s e d  u p o n  s p e c i a l i z e d  t r a i n ­
i n g  f o r  t h e i r  w o r k .  S u ch  p r o f e s s i o n a l  l e a d e r s h i p  
may s o o n  b e  a v a i l a b l e  f o r  a d m i n i s t r a t o r s  who d e s i r e  
t o  u s e  i t .  I n  t h e  m e a n t i m e  a n y  a d m i n i s t r a t o r  who 
k e e p s  c o n s t a n t l y  i n  m in d  t h e  e d u c a t i o n a l  p u r p o s e s  
o f  a n  a c t i v i t y  p r o g r a m  w i l l  n o t  go f a r  a s t r a y . 2
Y e a r b o o k  c l u b .  One o f  t h e  g r e a t e s t  p r o b l e m s  f a c i n g
^ C a l v i n  J .  M e d l i n ,  S c h o o l  Y e a r b o o k  E d i t i n g  and  M an ag e -  
m e n t , (T h e  K a n s a s  S t a t e  C o l l e g e  P r e s s ,  M a n h a t t a n ,  K a n s a s ,  
1949;) p. 6.
^ A l b e r t  Mock, A M a n u a l  o f  E x t r a c u r r i c u l a r  A c t i v i t i e s . 
( I n d i a n a p o l i s ,  I n d i a n a :  P u b l i s h e d  by  t h e  a u t h o r , 1 9 5 0 ) ,  ^
20 .
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y e a r b o o k  p r o d u c t i o n  t o d a y  l i e s  i n  t h e  f a c t  t h a t  m o s t  a d m i n ­
i s t r a t o r s  c o n s i d e r  i t  a s  a n  e x t r a - c u r r i c u l a r  a c t i v i t y .  More 
m o d e r n  s c h o o l s  now g i v e  t h e  y e a r b o o k  a  d e f i n i t e  s p o t  i n  t h e  
r e g u l a r  p r o g r a m .  The y e a r b o o k  s h o u l d  p l a y  a n  i m p o r t a n t  p a r t  
i n  a s s i s t i n g  t h e  s c h o o l  c u r r i c u l u m  i n  t h e  r e a l i z a t i o n  o f  i t s  
e d u c a t i o n a l  o b j e c t i v e s .  Y e a r b o o k s  a r e  j u s t i f i e d  o n l y  when 
t h e y  a r e  a c c e p t e d  a s  s o m e t h i n g  o f  v a l u e  t h a t  c a n  s u p p l e m e n t  
t h e  r e s t  o f  t h e  c u r r i c u l a r  p r o g r a m .
O p i n i o n a t e d  r e m a r k s  l i s t e d  on q u e s t i o n n a i r e s  w o u ld  
i n d i c a t e  t h a t  r e g u l a r  c l a s s e s  s h o u l d  be e s t a b l i s h e d  f o r  y e a r ­
b o o k  p r o d u c t i o n  a n d  j o u r n a l i s m  c r e d i t  b e  g i v e n  on  a n  e q u i ­
t a b l e  b a s i s  w i t h  o t h e r  l a b o r a t o r y  s u b j e c t s .  C r e d i t  s h o u l d  
b e  b a s e d  u p o n  t h e  a m o u n t  o f  a d v e r t i s i n g  s o l d ,  c o p y  p r o d u c e d ,  
a n d  l a y o u t s  c o m p l e t e d .
Y e a r b o o k  a c t i v i t i e s  s t i l l  demand a  g r e a t  d e a l  m o re  
t i m e  t h a n  t h e  m e re  o n e  h o u r  a  d a y  c l a s s .  The a c t i v i t y  o p e r ­
a t e s  m o re  e f f i c i e n t l y  a s  a  c l u b  co m p o sed  o f  m em bers  who a r e  
p e r m i t t e d  m e m b e r s h i p  i n  o n l y  o n e  o t h e r  a c t i v i t y .  Members 
m u s t  m a i n t a i n  a  "C" a v e r a g e ,  a n d  a r e  a c c e p t e d  o n  t h e  b a s i s  
o f  a  w r i t t e n  a p p l i c a t i o n  a n d  o n  p e r s o n a l  m e r i t .  ( S e e  A p p en ­
d i x  I E ,  p a g e  1 2 9 . )  The o r g a n i z a t i o n  f u n c t i o n s  a c c o r d i n g  t o  
a  c o n s t i t u t i o n  d r a w n  up  by  i t s  m e m b e r s .  ( S e e  A p p e n d i x  I B ,  
p a g e  1 1 7 . )  I f  t h i s  c o n s t i t u t i o n  i s  w e l l  p l a n n e d ,  t h e  a c t i v i ­
t i e s  o f  t h e  c l u b  w i l l  o p e r a t e  s m o o t h l y .  V a r i a t i o n s  o f  t h e  
g e n e r a l  p l a n  w i l l  d e p e n d  u p o n  t h e  n u m b e r  o f  s t u d e n t s  a v a i l a b l e  
a n d  n e e d e d  f o r  t h e  y e a r b o o k  p r o d u c t i o n .  A b a s i c  s t a f f  s e t u p
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i s  i l l u s t r a t e d  on  t h e  f o l l o w i n g  p a g e .
The e d i t o r . A new e d i t o r  s h o u l d  be  o b t a i n e d  by  t h e  
p r o m o t i o n  o f  t h e  a s s i s t a n t  e d i t o r  t o  t h a t  p o s i t i o n  o f  g r e a t e r  
r e s p o n s i b i l i t / - - e d i t o r - i n - c h i e f .  An e x p e r i e n c e d  e d i t o r  i s  
t h u s  s e c u r e d  t o  g u i d e  t h e  s t a f f  a n d  c o n t i n u i t y  o f  e f f o r t  i s  
a s s u r e d .  The  e d i t o r  m u s t  c a r e f u l l y  s e l e c t  h i s  a s s o c i a t e s  
w h i c h  w i l l  g i v e  h im  t h e  a s s u r a n c e  t h a t  t h e y  w i l l  w ork  t o ­
g e t h e r  f o r  a  common p u r p o s e .  He h a s  t o  h a v e  a  f a i t h f u l  g r o u p  
o f  w i l l i n g  s t u d e n t s  who u n d e r s t a n d  t h e  v a l u e  o f  t e a m w o r k ,  so  
t h a t  a s s i g n m e n t s  c a n  b e  c o m p l e t e d  on s c h e d u l e .
To be  s e l e c t e d  a s  t h e  e d i t o r  o f  t h e  m o s t  i m p o r t a n t  o f  
s c h o o l  p u b l i c a t i o n s  i s  a n  h o n o r ,  b u t  t h e  d u t i e s  a n d  r e s p o n s i ­
b i l i t i e s  a r e  g r e a t .  The e d i t o r  i s  t h e  p r o d u c t i o n  m a n a g e r  
a n d  m u s t  b e  u n b i a s e d  i n  h i s  s e l e c t i o n  o f  w h a t  i s  t o  b e  i n ­
c l u d e d  i n  t h e  y e a r b o o k .  He s e l e c t s  a n d  s u p e r v i s e s  h i s  
a s s i s t a n t s ,  h e l p s  i n  p r e p a r i n g  a  w o r k a b l e  b u d g e t ,  p l a n s  t h e  
b o o k ,  m a i n t a i n s  t h e  e d i t o r i a l  p o l i c y ,  a n d  m ak es  c e r t a i n  t h a t  
p i c t u r e s  a n d  c o p y  w h i c h  a r e  t o  t e l l  t h e  y e a r ’ s  s t o r y  a r e  
c o l l e c t e d .  He m u s t  w ork  w i t h  t h e  a d v i s e r  i n  l e t t i n g  c o n ­
t r a c t s  t o  t h e  p u b l i s h e r  a n d  p h o t o g r a p h e r ,  an d  p l a n  a  p r o d u c ­
t i o n  s c h e d u l e  t h a t  w i l l  g u a r a n t e e  d e l i v e r y  on  t i m e .  I f  o ne  
o f  h i s  a s s i s t a n t s  f a i l s  t o  p r o d u c e  s a t i s f a c t o r i l y ,  t h e  e d i t o r  
m u s t  h a v e  so m e o n e  i n  m in d  t o  r e p l a c e  h im .
He s h o u l d  e x e r c i s e  c a r e  i n  a c c e p t i n g  p i c t u r e s  t h a t  a r e  
a d e q u a t e .  He s h o u l d  a c c e p t  c o p y  t h a t  h a s  b e e n  c a r e f u l l y  a n d  
c o m p a c t l y  w r i t t e n ,  t h a t  c o n t a i n s  c o m p l e t e  f a c t s ,  c o r r e c t
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s t a t i s t i c s ,  a n d  t h a t  i s  w r i t t e n  i n  a n  i n t e r e s t i n g  m a n n e r .
He m u s t  s e e  t h a t  " s l o p p y  c o p y "  i s  n o t  t u r n e d  i n ,  a s  t h i s  
s u g g e s t s  h a s t e  a n d  w i l l  p r o b a b l y  r e s u l t  i n  many e r r o r s .  He 
m u s t  a t  a l l  t i m e s  k e e p  i n  m ind  t h a t  h i s  f i r s t  d u t y  i s  t o  h i s  
r e a d e r s  a n d  p u t  i n t o  t h e  y e a r b o o k  w h a t  t h e y  w i l l  w a n t  t o  r e ­
member  a b o u t  t h a t  y e a r .
Upon t h e  e d i t o r ^  s s h o u l d e r s  r e s t s  a  h e a v y  b u r d e n .  He 
i s  r e s p o n s i b l e  f o r  c o v e r i n g  a l l  p h a s e s  o f  t h e  y ea r^  s  w ork  
w i t h  e q u i t a b l e  c o v e r a g e  o f  a l l  d e p a r t m e n t s ,  a n d  f o r  m a k in g  
c e r t a i n  t h a t  t h e  b o o k  i s  n o t  o v e r w e i g h t e d  w i t h  e x t r a - c u r r i c u ­
l a r  a c t i v i t i e s  a n d  a t h l e t i c s .  He m u s t  o r g a n i z e  h i s  s t a f f  s o  
t h a t  a l l  s o u r c e s  a r e  c o v e r e d .  A good  e d i t o r  h a s  t h e  a b i l i t y  
t o  f o r e s e e  p o s s i b l e  new d e v e l o p m e n t s .  He s h o u l d  t h o r o u g h l y  
u n d e r s t a n d  a l l  p r i c e s ,  c o n d i t i o n s ,  a n d  p r o v i s i o n s  s e t  f o r t h  
i n  c o n t r a c t s .
The e d i t o r  i s  a n  a d m i n i s t r a t o r  a n d  e x e c u t i v e  w o r k i n g  
c l o s e l y  w i t h  t h e  a d v i s e r  i n  o r g a n i z i n g  t h e  s t a f f ,  a n d  c h e c k ­
i n g  c o n t r a c t s  a n d  a s s i g n m e n t s .  He s e t s  d e a d l i n e s ,  c o o r d i n a t e s  
t h e  w ork  o f  t h e  s t a f f  d i v i s i o n s ,  g e n e r a l l y  i n i t i a t e s  th e m e  
i d e a s ,  a n d  s t i m u l a t e s  s t a f f  e n t h u s i a s m .
T he  p u b l i c a t i o n  o f  a  s c h o o l  a n n u a l  i s  a h i g h l y  s p e ­
c i a l i z e d  d i v i s i o n  o f  t h e  g r a p h i c  a r t s  i n d u s t r y .  The e d i t o r  
i s  r e s p o n s i b l e  f o r  s c h e d u l i n g ,  c o p y  h a n d l i n g ,  l a y o u t s ,  a r t ­
w o r k ,  p h o t o g r a p h y ,  p r o o f r e a d i n g ,  a n d  t h e  s e l e c t i o n  o f  p a p e r ,  
c o v e r ,  a n d  b i n d i n g .  I f  h e  i s  c a p a b l e ,  a  g o o d  l e a d e r ,  p o p u l a r  
w i t h  t h e  s t u d e n t  b o d y ,  a n d  w i l l i n g  t o  d e v o t e  a s  much t i m e  t o
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t h e  w o rk  a s  i s  n e e d e d ,  h e  w i l l  s u c c e e d .
The b u s i n e s s  m a n a g e r . The b u s i n e s s  m a n a g e r  i s  
r e s p o n s i b l e  f o r  a l l  b u s i n e s s  a n d  f i n a n c i a l  a r r a n g e m e n t s .  He 
s e e s  t h a t  t h e  money i s  a v a i l a b l e  f o r  s p e n d i n g  a n d  t h a t  i t  i s  
h a n d l e d  w i s e l y .  H i s  d u t y  i s  t o  w o rk  c l o s e l y  w i t h  t h e  a d v i s e r  
an d  t h e  e d i t o r  i n  s e t t i n g  up a b u d g e t  and  t h e n  d e m a n d in g  t h a t  
t h e  s t a f f  b e  h e l d  t o  i t .  ( S e e  A p p e n d ix  2G, p a g e  132  . ) H i s  
j o b  i s  a s  i m p o r t a n t  a s  t h a t  o f  t h e  e d i t o r ,  a l t h o u g h  h e  s e l ­
dom g e t s  h i s  d u e  c r e d i t  f o r  t h e  p r o d u c t i o n  o f  a  good  y e a r ­
b o o k  .
H i s  d u t i e s  a l s o  i n c l u d e  t h e  s e l e c t i o n  a n d  s u p e r v i s i o n  
o f  h i s  a s s i s t a n t s ,  c o n d u c t i n g  t h e  book  s e l l i n g  c a m p a i g n ,  
s u p e r v i s i n g  t h e  b o o k k e e p i n g ,  s e e i n g  t h a t  a d v e r t i s i n g  i s  b e i n g  
s o l d ,  p l a n n i n g  o t h e r  s o u r c e s  o f  r a i s i n g  r e v e n u e ,  a n d  d e t e r ­
m i n i n g  t h e  t o t a l  c o s t  o f  t h e  b o o k  d e p e n d i n g  upon  t h e  s p e c i f i ­
c a t i o n s .  T h i s  w i l l  r e q u i r e  r e c o r d s  o f  a l l  e s t i m a t e s ,  i n c o m e ,  
a n d  e x p e n d i t u r e s .  ( S e e  A p p e n d i x  IG ,  p a g e  1 3 1 . )
F i n a n c i n g  a  y e a r b o o k  i s  n o t  d i f f i c u l t  i f  t h e  m a n a g e r  
w i l l  d e t e r m i n e  t h e  m oney  n e e d e d  a n d  t h e n  w o rk  o u t  a  d e f i n i t e  
a n d  s y s t e m a t i c  p l a n  f o r  o b t a i n i n g  i t ,  a n d  t h e n  k e e p  t h e  e x ­
p e n d i t u r e s  w i t h i n  t h e  p l a n n e d  b u d g e t .  I f  in c o m e  p r o d u c i n g  
i d e a s  a r e  n o t  w o r k i n g ,  t h e  b u s i n e s s  m a n a g e r  s h o u l d  a d v i s e  
t h e  e d i t o r  t o  make c h a n g e s  a n d  c u r t a i l m e n t s  o f  h i s  p r e v i o u s  
p l a n n i n g .  I f  n e c e s s a r y  c o s t s  a r e  k e p t  w i t h i n  t h e  n o r m a l  
in c o m e  f r o m  s u b s c r i p t i o n s  a n d  a d v e r t i s i n g ,  t h e r e  w i l l  be
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l i t t l e  d a n g e r  o f  o v e r s p e n d i n g  t h e  b u d g e t .  T h en  s p e c i a l  
f e a t u r e s  s a c h  a s  c o l o r  p h o t o g r a p h y  a n d  c o m m e r c i a l  a r t  w ork  
c a n  b e  p l a n n e d  a s  t h e  book  p r o g r e s s e s .  T h i s  c a n  be  c o n ­
t r o l l e d  b y  t h e  r e v e n u e  f r o m  t h e  e x t r a  d e v i c e s  u s e d  f o r  
r a i s i n g  a d d i t i o n a l  f u n d s .
A go o d  b u s i n e s s  i i i an ag e r  h a s  a  s t a n d a r d i z e d  s y s t e m  o f  
p u r c h a s i n g ,  p a y i n g ,  a n d  c o l l e c t i n g .  He k e e p s  a d u p l i c a t e  
c o p y  o f  a l l  c o n t r a c t s ,  f o r m s ,  an d  c o r r e s p o n d e n c e .  He m ak es  
h i s  a d v e r t i s i n g  c o n t r a c t s  a n d  s u b s c r i p t i o n  f o r m s  a s  s i m p l e  
a n d  c l e a r  a s  p o s s i b l e .  He d em an d s  t h a t  a l l  c o l l e c t i o n s  be 
t u r n e d  i n  t o  h im  i m m e d i a t e l y ,  a n d  t h e n  d e p o s i t s  t h e  money i n  
t h e  s c h o o l  a c t i v i t y  f u n d  t o  t h e  c r e d i t  o f  t h e  y e a r b o o k  c l u b .  
H i s  f u r t h e r  d u t i e s  a r e  t o  r e c e i p t  a l l  c o l l e c t i o n s ,  g e t  r e ­
c e i p t s  f o r  a l l  money d e p o s i t e d  i n  t h e  a c t i v i t y  f u n d ,  an d  
make a l l  p a y m e n t s  by  s t u d e n t  a c t i v i t y  c h e c k  w i t h  t h e  c o n s e n t  
o f  t h e  a d v i s e r .
To b e  a  s u c c e s s ,  t h e  b u s i n e s s  m a n a g e r  s h o u l d  h a v e  a  
g ood  p e r s o n a l i t y ,  b e  p r o m p t ,  a c c u r a t e ,  a n d  t r u s t w o r t h y .  He 
s h o u l d  h a v e  a  good  h e a d  f o r  f i g u r e s  a n d  be  e v e r  a l e r t  f o r  
s u i t a b l e  p u b l i c i t y .  He s h o u l d  h a v e  s e r v e d  a s  an  a s s i s t a n t  
t h e  p r e v i o u s  y e a r .
A f t e r  t h e  e d i t i n g  o f  t h e  book  h a s  b e e n  c o m p l e t e d ,  t h e  
b u s i n e s s  m a n a g e r  s t i l l  h a s  w o rk  t o  d o .  He m u s t  make p l a n s  
f o r  d i s t r i b u t i n g  t h e  b o o k s  when t h e y  a r r i v e .  Good m a n a g e r s  
a l w a y s  f i l e  a  p r o f i t  a n d  l o s s  s t a t e m e n t  w i t h  t h e  s c h o o l  
a u t h o r i t i e s  a n d  s e e  t h a t  t h e r e  i s  a  r e s e r v e  on  h a n d  t o  s t a r t
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t h e  n e x t  y e a r ’ s p r o d u c t i o n .  A n o t h e r  t a s K  t h a t  he  m u s t  do i s  
t o  make a f i n a l  b a l a n c e  s h e e t  i n  o r d e r  t o  d e t e r m i n e  i f  o v e r ­
s p e n d i n g  w a s  d o n e .  H i s  f i n d i n g s  w i l l  be v a l u a b l e  f o r  t h e  
i n c o m i n g  s t a f f .  The  a d v i s e r  n e e d  n o t  h e s i t a t e  i n  s e l e c t i n g  
a  b u s i n e s s  m a n a g e r  who i s  w i l l i n g  t o  l e a r n ,  a n d  who i s  e a g e r  
t o  t r y  new t a s k s .
A d v e r t i s i n g  e d i t o r . T h i s  e d i t o r  s e l l s  s p a c e  t o  home­
to w n  m e r c h a n t s ,  a n d  o u t - o f - t o w n  c o n c e r n s  who do b u s i n e s s  w i t h  
t h e  s c h o o l  an d  l o c a l  p a t r o n s .  He p l a n s  a  s a l e s  c a m p a i g n ,  
t r a i n s  h i s  s a l e s m e n  i n  t h e  b e s t  s e l l i n g  m e t h o d s ,  and  i s  
r e s p o n s i b l e  f o r  a n  i m p o r t a n t  s o u r c e  o f  r e v e n u e  f o r  t h e  b o o k .
An a d v e r t i s i n g  m a n a g e r  s h o u l d  b e  f r i e n d l y ,  a g g r e s s i v e ,  
t a c t f u l ,  p l e a s a n t ,  a n d  w i l l i n g  t o  w o rk  h a r d .  He s h o u l d  be 
a r t i s t i c ,  a s  h e  m u s t  h e l p  p l a n  t h e  d i s p l a y  a d s  f o r  t h e  b o o k .  
He i s  r e s p o n s i b l e  f o r  t h e  f i n a l  a d v e r t i s i n g  co p y  p r i n t e d  a n d  
t h e  p l a c i n g  o f  t h e  a d s  o n  p a g e  l a y o u t s .  He s h o u l d  h a v e  b e e n  
a n  a s s i s t a n t  on  t h e  s t a f f  t h e  p r e v i o u s  y e a r .
A r t  e d i t o r . The a r t  e d i t o r  i s  r e s p o n s i b l e  t o  t h e  
e d i t o r  f o r  a l l  p i c t o r i a l  m a t t e r  i n  t h e  book  a n d  f o r  p l a n n i n g  
t h e  l a y o u t s .  He t a k e s  g e n e r a l  c h a r g e  o f  t h e  v i s u a ^ . i z a t i o n  
o f  t h e  b o o k ,  a n d  m u s t  w ork  c l o s e l y  w i t h  t h e  e d i t o r  i n  c o ­
o r d i n a t i n g  t h e  t h e m e ,  c o v e r  d e s i g n ,  end  s h e e t s ,  d i v i s i o n  
p a g e s ,  p i c t u r e s ,  a n d  c o p y .  He i s  t h e  m a k e -u p  e d i t o r  who 
s e e s  t h a t  s t o r i e s  a n d  p i c t u r e s  a r e  p u t  w h e r e  t h e y  b e l o n g ,  
a n d  h e  m u s t  s u p e r v i s e  a l l  s t u d e n t  a r t  a n d  make a r r a n g e m e n t
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f o r  p r o f e s s i o n a l  a r t  when n e e d e d .  To do t h i s  he  m u s t  u n d e r ­
s t a n d  t h e  b a s i c  p r i n c i p l e s  o f  a r t ;  b a l a n c e ,  p r o p o r t i o n ,  
e m p h a s i s ,  a n d  w e i g h t .
The a r t  e d i t o r  s h o u l d  be  a  member o f  t h e  a r t  c l a s s  
a n d  s e r v e  o n e  y e a r  o r  m o re  a s  an  a s s i s t a n t  p r e v i o u s  t o  t a k i n g  
o v e r  f u l l  r e s p o n s i b i l i t y .  He s h o u l d  b e  c a p a b l e  i n  b o t h  
c r i t i c i s m  a n d  e x e c u t i o n ,  a n d  h a v e  c o n s i d e r a b l e  t a l e n t  i n  
d e s i g n .  He s h o u l d  r e c e i v e  h i s  s t a f f  a p p o i n t m e n t  t h r o u g h  s u c ­
c e s s f u l  a r t  c o m p e t i t i o n  w i t h  o t h e r  a p p l i c a n t s .
A s s i s t a n t s . ” A new s t a f f  i s  s e c u r e d  m a i n l y  by  p r o m o t ­
i n g  m em bers  o f  t h e  o l d  s t a f f  t o  p o s i t i o n s  o f  g r e a t e r  r e s p o n ­
s i b i l i t y  , s t a t e s  A l b e r t  Mock. T h u s  t h e  a s s i s t a n t  e d i t o r  
b e c o m e s  t h e  e d i t o r ,  a n d  t h e  a s s i s t a n t  b u s i n e s s  m a n a g e r  b e ­
com es  t h e  b u s i n e s s  m a n a g e r .  O t h e r  p o s i t i o n s  a r e  f i l l e d  
l i k e w i s e . T h i s  p l a n  p r o v i d e s  e x p e r i e n c e d  m em bers  f o r  t h e  
s t a f f .  T h e s e  a s s i s t a n t s  a r e  d i r e c t l y  r e s p o n s i b l e  t o  t h e i r  
s u p e r i o r s  f o r  a l l  a s s i g n m e n t s  g i v e n  t h e m .  By w o r k i n g  c l o s e l y  
w i t h  t h e  p r i n c i p a l  m e m b e rs  o f  t h e  o r g a n i z a t i o n ,  t h e  a s s i s t ­
a n t s  w i l l  l e a r n  f r o m  e x p e r i e n c e  t o  a v o i d  p r a c t i c e s  t h a t  w e re  
u n s u c c e s s f u l .
A good  m e th o d  f o r  s e c u r i n g  a s s i s t a n t s  i s  t h a t  o f  
h a v i n g  t h e  s p o n s o r  m e e t  w i t h  t h e  s o p h o m o re  c l a s s  i n  t h e  
s p r i n g  t o  e n c o u r a g e  th em  t o  become c a n d i d a t e s  f o r  p o s i t i o n s  
o n  t h e  y e a r b o o k  s t a f f .  A f t e r  i n f o r m i n g  th e m  o f  t h e  d u t i e s
3 I b i d . , p .  9 5 .
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o f  t h e  v a r i o u s  o f f i c e s ,  h e  s h o u l d  p r e s e n t  th e m  v / i t h  a p p l i c a ­
t i o n  f o r m s  a n d  a l l o w  th e m  t o  make f i r s t ,  s e c o n d ,  and  t h i r d  
c h o i c e s  o f  p o s i t i o n s  t h a t  t h e y  p r e f e r .  From t h e s e  a p p l i c a n t s ,  
t h e  m o s t  p r o m i s i n g  w i l l  be  s e l e c t e d  t o  s e r v e  d u r i n g  t h e i r  
j u n i o r  y e a r .
The s e l e c t i o n  o f  a s s i s t a n t s  t o  t h e  e d i t o r ,  b u s i n e s s  
m a n a g e r ,  a r t  e d i t o r ,  a n d  a d v e r t i s i n g  e d i t o r  i s  a b s o l u t e l y  
n e c e s s a r y .  T h i s  i s  a  g u a r a n t e e  t h a t  t h e  y e a r ’ s e x p e r i e n c e  
w i l l  n o t  b e  w a s t e d ,  s i n c e  r e g u l a r  s t a f f  mem bers  a r e  u s u a l l y  
s e n i o r s .
A d d i t i o n a l  s t a f f  m e m b e r s . I n  p r a c t i c e  t h e  n u m b e r  o f  
s t a f f  m em bers  r a n g e s  f r o m  f i v e  t o  w e l l  o v e r  o n e  h u n d r e d ,  
d e p e n d i n g  on  t h e  s i z e  o f  t h e  p r o d u c t i o n .  M ost  s c h o o l s  w i l l  
h a v e  a  l i t e r a r y  e d i t o r  who i s  r e s p o n s i b l e  f o r  a l l  c o p y .
T h i s  e d i t o r  s h o u l d  be  a g i r l  who p o s s e s s e s  t a c t  and  a p l e a s ­
i n g  p e r s o n a l i t y .  The s t a f f  s h o u l d  h a v e  a  p h o t o g r a p h y  e d i t o r  
who u s u a l l y  i s  a  member o f  t h e  p h o t o g r a p h y  c l u b .  H i s  
r e s p o n s i b i l i t y  i s  t h a t  o f  t a k i n g  a \ l  i n f o r m a l  g r o u p s ,  a n d  
g e n e r a l l y  a l l  s p o r t  an d  s o c i a l  a c t i v i t y  p i c t u r e s .  He t a k e s  
p i c t u r e s  a s  d i r e c t e d  by  t h e  e d i t o r  o r  a r t  e d i t o r .
M ost  y e a r b o o k  s t a f f s  a l s o  h a v e  a s p o r t s  e d i t o r .  T h i s  
e d i t o r  s h o u l d  b e  a  boy  who w i l l  c o v e r  i n f o r m a l  s p o r t ,  a c t i v ­
i t i e s  a s  w e l l  a s  t h e  m ore  f o r m a l  o n e s .  T h e r e  s h o u l d  be 
d e p a r t m e n t  e d i t o r s  r e s p o n s i b l e  f o r  t h e  p r o d u c t i o n  o f  e a c h  
s e c t i o n  o f  t h e  b o o k .  E ach  e d i t o r  i n  t u r n  may h a v e  a s s o c i a t e s ,
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a s s i s t a n t  s , t y p i s t  s , s a l e s m e n ,  o r  a n y  a d d i t i o n  t o  t h e  
s t a n d a r d  o r g a n i z a t i o n  t h a t  w i l l  i n s u r e  h a v i n g  h i s  p a r t  o 
t h e  w o rk  d o n e  e f f e c t i v e l y  an d  on  t i m e .
CHAPTER IV 
SETTING UP THE WORKSHOP
B a s i c  n e e d s . As s t a t e d  p r e v i o u s l y ,  a  room s h o u l d  be 
s e t  a s i d e  e x c l u s i v e l y  f o r  t h e  y e a r b o o k ’ s p r o d u c t i o n .  I t  
s h o u l d  c o n t a i n  g o o d - s i z e d  t a b l e s  f o r  t h o s e  w o r k i n g  on l a y ­
o u t s ,  a n d  w e l l  l i g h t e d  s p a c e  f o r  t h e  a r t i s t s .  D e s k s  s h o u l d  
be  p r o v i d e d  f o r  t h e  e d i t o r  a n d  t h e  b u s i n e s s  m a n a g e r .  Book 
c a s e s  a r e  n e c e s s a r y  f o r  s h e l v i n g  o f  b o o k s  a n d  p u b l i c a t i o n s .  
F i l e s  a r e  n e e d e d  f o r  s y s t e m a t i c  a r r a n g e m e n t  o f  l o o s e  r e f e r ­
e n c e  m a t e r i a l s .  S u f f i c i e n t  t y p e w r i t e r s  s h o u l d  b e  s u p p l i e d  
t o  i n s u r e  a d e q u a t e  f a c i l i t i e s  f o r  t u r n i n g  o u t  c o p y .  The 
a v e r a g e  s t a f f  w o u l d  r e q u i r e  f o u r  t o  s i x  t y p e w r i t e r s .  D ra w e r  
s p a c e  s h o u l d  be  p r o v i d e d  f o r  s m a l l  i t e m s  s u c h  a s  r u l e r s ,  
s o f t  l e a d  p e n c i l s  f o r  m a r k i n g  p i c t u r e s ,  p a p e r  c u t t e r ,  r u b ­
b e r  c e m e n t ,  T - s q u a r e s ,  p a i n t  b r u s h e s ,  a n d  I n d i a  i n k .  A 
m i m e o s c o p e  i s  u s e f u l  i n  c o p y i n g  p r e p a r e d  l a y o u t s .
C a rd  f i l e s  s h o u l d  be  p r e p a r e d  on a l l  t e a c h e r s  a n d  
s t u d e n t s  i n  t h e  s c h o o l ,  g i v i n g  t h e  c o r r e c t  s p e l l i n g  o f  names  
a n d  o t h e r  p e r t i n e n t  i n f o r m a t i o n  w h i c h  w i l l  a p p e a r  i n  t h e  
y e a r b o o k .  A c o p y  o f  t h e  s c h o o l  c a l e n d a r  s h o u l d  be  p o s t e d  t o  
i n s u r e  f u l l  p i c t u r e  c o v e r a g e .
A w e l l  e q u i p p e d  d a r k  ro o m  i s  e s s e n t i a l  i n  t h e  p r o d u c ­
t i o n  o f  a n  a n n u a l .  T h i s  s p e e d s  up t h e  p r o c e s s i n g  o f  p i c t u r e s
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a n d  p r o v i d e s  a  m o re  e c o n o m i c a l  o u t l a y .  The d a r k  room s h o u l d  
c o n t a i n  e n l a r g e r ,  f i l m  t a n k s ,  e l e c t r i c  d r y e r ,  t r a y s ,  c h e m i ­
c a l s ,  a n d  a  w i d e  a s s o r t m e n t  o f  p h o t o g r a p h i c  p a p e r .
P r o b a b l y  t h e  m o s t  i m p o r t a n t  i t e m  n e e d e d  i s  a  c a m e r a  
w i t h  m u l t i p l e  l e n s  o p e n i n g s  s y n c h r o n i z e d  w i t h  f l a s h  e q u i p ­
m e n t .  An e x c e l l e n t  c a m e r a  f o r  t h i s  t y p e  o f  work  i s  t h e  " 4 5 "  
Crown G r a p h i c ,  m a n u f a c t u r e d  by  t h e  G r a f l e x  Company,  R o c h e s ­
t e r ,  New Y o r k .  The c a m e r a  s h o u l d  be  f i t t e d  w i t h  a " G r a p h e x "  
s y n c r o - s h u t t e r  a n d  a n  " O p t a r "  o n e  h u n d r e d  t h i r t y - f i v e  m i l l i ­
m e t e r  l e n s .  T h i s  i s  a  s e m i - v ^ i d e  a n g l e  l e n s  a s  c a m e r a s  
u s u a l l y  come e q u i p p e d  w i t h  o n e  h u n d r e d  t w e n t y - s e v e n  m i l l i ­
m e t e r  l e n s e s .  The Orovm  G r a p h i c  h a s  a  t o p  s h u t t e r  s p e e d  o f  
a  f o u r  h u n d r e d t h  o f  a  s e c o n d  a n d  i s  f u l l y  s y n c h r o n i z e d  f o r  
a l l  f l a s h  e q u i p m e n t .  As a c c e s s o r i e s ,  t h e  c a m e r a  s h o u l d  be 
e q u i p p e d  w i t h  a  " G r a f l i t e "  f l a s h ,  f i l m  p a c k ,  f o u r  c u t  f i l m  
h o l d e r s ,  t r i p o d ,  a n d  g a d g e t  b a g .  T h i s  w i l l  c o s t  a p p r o x i m a t e ­
l y  i 3 1 5 .  O t h e r  i t e m s  o f  u s e  a r e :  a  w i d e  v a r i e t y  o f  f i l t e r s ,
l i g h t  m e t e r ,  a n d  e x t e n s i o n  f l a s h .  An e l e c t r o n i c  f l a s h  u n i t  
i s  a d v i s a b l e  i f  a  l a r g e  n u m b e r  o f  i n s i d e  p i c t u r e s  a r e  n e c e s ­
s a r y ,
D u p o n t  f i l m  n u m b e r  426 h i g h  s p e e d  p a n , i n  c u t  f i l m ,  
i s  r e c o m m e n d e d  f o r  u s e .  Mo s t  a u t h o r i t i e s  a g r e e  t h a t  f i l m ,  
c h e m i c a l s , a n d  p a p e r  s h o u l d  a l l  b e  m a n u f a c t u r e d  by t h e  same 
co m pa ny ;  h o w e v e r  E a s t m a n  c h e m i c a l s  a n d  p a p e r  w o rk  w e l l  w i t h  
D u p o n t  f i l m .
The p u r c h a s e  o f  a  " G r a f l a r g e r " , w h i c h  i s  a  c o l d - l i g h t
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g r i d  a t t a c h m e n t  f o r  c o n v e r t i n g  t h e  c a m e r a  t o  u s e  a s  a n  e n ­
l a r g e r  i s  d e s i r a b l e ;  a l s o  t h e  Kodak R e f e r e n c e  H a n d b o o k ,
E a s t m a n  Kodak Company,  R o c h e s t e r ,  New Y o r k ,  c o n t a i n s  v a l u a b l e  
i n f o r m a t i o n  f o r  t h e  a m a t e u r  a n d  p r o f e s s i o n a l  p h o t o g r a p h e r .
R e s e a r c h  m a t e r i a l s . T h e s e  a r e  r e f e r e n c e  m a t e r i a l s  
w h i c h  f u r n i s h  new i d e a s  a n d  s e r v e  a s  a  g u i d e  f o r  c o r r e c t  
f o r m .  A l i b r a r y ,  p i c t u r e  f i l e s ,  a  m o r g u e ,  a n d  a n  a r t  f i l e  
w o u l d  b e  i n c l u d e d .
The l i b r a r y  s h o u l d  c o n t a i n  a  l a r g e  a n d  c o m p l e t e  d i c ­
t i o n a r y ,  a  s e c r e t a r i e s ’ h a n d b o o k ,  a n  a u t h o r i t a t i v e  g rammar  
t e x t b o o k ,  e x c h a n g e  c o p i e s  o f  y e a r b o o k s ,  b o o k s  on a n n u a l  
e d i t i n g  a n d  m a n a g e m e n t ,  a  m o n t h l y  m a g a z i n e  d e a l i n g  w i t h  
c u r r e n t  t r e n d s  i n  y e a r b o o k  p r o d u c t i o n ,  a n d  a f i l e  o f  b a c k  
n u m b e r s  o f  t h e  s c h o o l ’ s  own y e a r b o o k .  A c u m u l a t i v e  s c r a p ­
b o o k  s h o u l d  b e  k e p t  c o n t a i n i n g  w e l l - w r i t t e n  s t o r i e s  on  
s p o r t s ,  f e a t u r e s ,  a n d  o t h e r  p h a s e s  o f  y e a r b o o k  e d i t i n g .
P i c t u r e  f i l e s  s h o u l d  b e  l a r g e  a s  t h e y  s t o r e  p i c t u r e s  
f o r  i m m e d i a t e  u s e ,  a n d  t h o s e  o f  p a s t  y e a r s  t h a t  h a v e  a l r e a d y  
b e e n  p u b l i s h e d .  Many p i c t u r e s  c a n  be  u s e d  a g a i n  by  c r o p p i n g  
o u t  a r e a s  n o t  n e e d e d .  P i c t u r * e s  s h o u l d  be  f i l e d  c a r e f u l l y ,  
s o  t h a t  t h e  e m u l s i o n  w i l l  n o t  become c r a c k e d .  N e g a t i v e s  
s h o u l d  b e  f i l e d  e a c h  i n  a  s e p a r a t e  e n v e l o p e  t o  i n s u r e  good  
c a r e  a n d  p r e v e n t  s c r a t c h i n g  a n d  c o l l e c t i o n  o f  d u s t  s p o t s .
A s y s t e m a t i c  a r r a n g e m e n t  c a n  be e s t a b l i s h e d  so  t h a t  p i c t u r e s  
a n d  n e g a t i v e s  c a n  be f o u n d  q u i c k l y .
The m o r g u e  c o n s i s t s  o f  i n f o r m a t i o n  on s p o r t s ,  s t u d e n t s ,
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t e a c h e r s ,  a n d  y e a r b o o k  a c t i v i t i e s  w h i c h  h a s  b e e n  u s e d  
p r e v i o u s l y ,  b u t  may be  f o u n d  u s e f u l  i n  t h e  f u t u r e .
The  a r t  f i l e  h o l e ' s  c o l l e c t i o n s  o f  a s s o r t e d  p i c t u r e s  
f r o m  m a g a z i n e s ,  o l d  b o o k s ,  and  o t h e r  s o u r c e s ,  w h ic h  s e r v e s  
a s  a  r e f e r e n c e  l i b r a r y  f o r  t h e  a r t i s t s .  When t h i s  f i l e  b e ­
co m es  u n w i e l d y ,  d u p l i c a t i o n s  m u s t  b e  d i s c a r d e d .
S m a l l  s t a f f s  commonly h a v e  o ne  f o l d e r  f o r  e a c h  mem­
b e r ,  c o n t a i n i n g  a l l  t h e  m a t e r i a l s  l i s t e d  a b o v e ,  t h a t  t h e y  
w i l l  u s e  f o r  t h e i r  p a r t  o f  t h e  e d i t i n g .  T h i s  i s  a p r a c t i c a l  
p r o c e d u r e  f o r  a n y  s t a f f  a s  i t  p r o v i d e s  e a s y  a c c e s s  t o  m a t e r ­
i a l s ,  a n d  s i m p l i f i e s  t h e  w o rk  o f  t h e  e d i t o r  i n  c h e c k i n g  on 
a v a i l a b l e  i n f o r m a t i o n .
CHAPTER V 
HOW TO FINANCE THE YEARBOOK
I n  f i n a n c i n g  a  y e a r b o o k ,  t h e  e d i t o r  m u s t  know t h e  
a m o u n t  o f  money a v a i l a b l e  a n d  i t s  s o u r c e .  I n  p l a n n i n g  a  
t e n t a t i v e  b u d g e t ,  t h e  e d i t o r  s h o u l d  make u s e  o f  t h e  p r e v i o u s  
y e a r ’ s  f i n a l  b a l a n c e  s h e e t  t o  d e t e r m i n e  p r e l i m i n a r y  e s t i m a t e s  
t o  be  b u d g e t e d  f o r  v a r i o u s  i t e m s .
E v e r y  s c h o o l ,  r e g a r d l e s s  o f  s i z e ,  s h o u l d  p u b l i s h  a 
y e a r b o o k ,  s i n c e  t h e r e  i s  a n  a n n u a l  t o  f i t  e v e n  t h e  s m a l l e s t  
b u d g e t .  When t h e  s t u d e n t s  r e a l i z e  w h a t  c a n  b e  d o n e  f o r  t h e i r  
y e a r b o o k  i f  t h e y  h a v e  t h e  m o n ey ,  t h e y  w i l l  become more  i n t e r ­
e s t e d  i n  r a i s i n g  f u n d s .  R e s u l t s  o f  p r e v i o u s  e d i t i o n s  g i v e  
i n d i c a t i o n s  o f  w h a t  r e v e n u e  c a n  b e  e x p e c t e d  f r o m  s u b s c r i p ­
t i o n s  a n d  a d v e r t i s i n g .  E x p e r i e n c e d  s p o n s o r s  a n d  b u s i n e s s  
m a n a g e r s  c a n  o f f e r  v a l u a b l e  a s s i s t a n c e  i n  b u d g e t i n g ,  a n d  i n  
t h e  r a i s i n g  o f  mon ey .  M a j o r  e x p e n s e s  u s u a l l y  c o n s i s t  o f  p u b ­
l i s h i n g  t h e  b o o k ,  p h o t o g r a p h y ,  a n d  o f f i c e  s u p p l i e s .  A n o t h e r  
i m p o r t a n t  b u d g e t e d  i t e m  i s  t h e  c a s h  r e s e r v e .
The s a l e  o f  b o o k s  u s u a l l y  s u p p l i e s  o n e - h a l f  o r  more  
o f  t h e  n e e d e d  i n c o m e .  A d v e r t i s i n g ,  c o l l e c t i o n s  f r o m  c l u b s  
f o r  s p a c e  u s e d  i n  t h e  y e a r b o o k ,  s a l e  o f  p i c t u r e s ,  a n d  o t h e r  
m i n o r  s o u r c e s  make up t h e  b a l a n c e  n e c e s s a r y  on  t h e  c r e d i t  
s i d e  o f  t h e  l e d g e r .
Y e a r b o o k s  a r e  f i n a n c e d  i n  many s c h o o l s  t h r o u g h  t h e
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r e g u l a r  s c h o o l  b u d g e t .  Some s t a f f s  r e c e i v e  a n  a m o u n t ,  s e t  
b y  p r e c e d e n t ,  f r o m  t h e  s c h o o l  b u d g e t  a n d  m u s t  s e c u r e  t h e  
b a l a n c e  t h e m s e l v e s .  Some s t 3 . f f s  m u s t  p r o v i d e  a l l  t h e  money 
u s e d  f o r  t h e  y e a r b o o k ,  a n d  t h i s  i s  i n  k e e p i n g  w i t h  t h e  i d e a  
t h a t  go o d  p u b l i c a t i o n s  a r e  s e l f - f i n a n c e d .  To s e c u r e  s u f ­
f i c i e n t  f u n d s  i s  one  o f  t h e  p r o b l e m s  f a c i n g  m o s t  y e a r b o o k  
s t a f f s .  A new i d e a  i s  e x p l a i n e d  by  S .  D. W a r r e n  Company a s  
f o l l o w s  :
Some o f  t h e  l a r g e r  u n i v e r s i t i e s  h a v e  o r g a n i z e d  
a  " b u s i n e s s  c o r p o r a t i o n ” t h a t  i n c l u d e s ,  among i t s  
o t h e r  r e s p o n s i b i l i t i e s ,  t h e  f i n a n c i a l  d i r e c t i o n  
o f  t h e  a n n u a l  y e a r b o o k .  T h i s  p l a n  h a s  t h e  o b v i o u s  
v a l u e  o f  c o n t i n u i t y  o f  e f f o r t .  The p r o g r e s s  made 
e a c h  y e a r  i s  c a r r i e d  f o r w a r d  i n  p l a n n i n g  t h e  n e x t  
y e a r ’ s b o o k ,  a n d  t h e  c o m m e r c i a l  r e q u i r e m e n t s  o f  
t h e  w o rk  a r e  d i r e c t e d  i n  much t h e  same way t h a t  a 
w e l l  o r g a n i z e d  m a g a z i n e  o r  bo ok  p u b l i s h i n g  company 
w o u l d  d i r e c t  t h e m . 1
C i r c u l a t i o n . I f  t h e  b u s i n e s s  m a n a g e r  s p o n s o r s  a  mo ve­
m e n t  t o  h a v e  t h e  y e a r b o o k  s u b s c r i p t i o n  i n c o r p o r a t e d  i n t o  t h e  
s t u d e n t  a c t i v i t y  f e e ,  i t  w i l l  p r o v i d e  f o r  a  w i d e r  d i s t r i b u ­
t i o n  t h r o u g h o u t  t h e  s t u d e n t  b o d y  a n d  r e s u l t  i n  a  l o w e r  u n i t  
c o s t .  S t i l l  many s c h o o l s  m u s t  s e l l  t h e i r  y e a r b o o k s  i n d i v i d ­
u a l l y  a n d  t h i s  r e q u i r e s  a v i g o r o u s  a n d  w e l l - p l a n n e d  c a m p a i g n .  
T h i s  d r i v e  s h o u l d  b e  s t a r t e d  i n  m i d - O c t o b e r  w h i l e  s c h o o l  
s p i r i t  i s  h i g h  a n d  some o f  t h e  money t h a t  t h e  s t u d e n t s  h a v e  
e a r n e d  t h e  p r e v i o u s  surnf.er  i s  s t i l l  i n  t h e i r  p o c k e t s .  P o s t ­
e r s  t o  p u b l i c i z e  t h e  d r i v e ,  t a l k s  i n  s t u d e n t  m e e t i n g s ,  a n d
l ”M e t h o d s  f o r  F i n a n c i n g  Y e a r b o o k s , ” B e t t e r  Y e a r b o o k s  
T h r o u g h  b e t t e r  P l a n n i n g , ( 3 .  D. W a r r e n  C om pan y , B o s t o n ,  1 9 4 9 ) ,  
p. b.
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V i e l l - p r e p a r e d  s a l e s - t a l k s  w i l l  s e l l  t h e  y e a r b o o k  i f  a f a i r  
p r i c e  i s  c h a r g e d .  A f t e r  t h e  y e a r b o o k ’ s r e p u t a t i o n  h a s  b e e n  
e s t a b l i s h e d ,  t h e  b o o k  w i l l  s e l l  i t s e l f .  A g o o d  p r o c e d u r e  i s  
t o  p e r m i t  t h e  s t u d e n t  c o u n c i l  t o  a s s i s t  i n  e s t a b l i s h i n g  t h e  
p r i c e  o f  t h e  b o o k .  C he ap  p r o d u c t i o n s  u s u a l l y  s e l l  f o r  a 
d o l l a r  a n d  o n e - h a l f  w h i l e  t h e  b e t t e r  b o o k s  s e l l  f o r  a b o u t  
f o u r  d o l l a r s .  The c r e a t i o n  o f  a c o m p e t i t i v e  s p i r i t  b e t w e e n  
c l a s s e s  a n d  s a l e s m e n  i s  a  s u r e  m e t h o d  o f  i n c r e a s i n g  s a l e s .
A d e p o s i t  o f  a t  l e a s t  f i f t y  p e r  c e n t  o f  t h e  t o t a l  c o s t  s h o u l d
b e  c o l l e c t e d  w i t h  e a c h  s u b s c r i p t i o n  t o  i n s u r e  d i s p o s a l  o f  t h e
a n n u a l s .  I f  p a y m e n t  i s  made i n  f u l l ,  a  s l i g h t l y  r e d u c e d
p r i c e  c a n  be o f f e r e d  a s  a n  i n c e n t i v e .
S a l e s m e n  s h o u l d  t h o r o u g h l y  u n d e r s t a n d  t h e i r  y e a r ­
b o o k ’ s  s e l l i n g  p o i n t s ,  t h a t  i s ,  i t s  a t t r a c t i v e  c o v e r ,  o u t ­
s t a n d i n g  e n d  s h e e t s ,  c l e a r  p i c t u r e s ,  and  c o m p l e t e  s c h o o l  
c o v e r a g e .  T h ey  s h o u l d  s t r e s s  t h e  s e n i o r  s e c t i o n  t o  s e n i o r s ,  
s p o r t  s e c t i o n  t o  a t h l e t e s ,  a n d  l e t  t h e  u n d e r c l a s s m e n  know 
t h a t  i t  i s  a  bo ok  f o r  t h e  e n t i r e  s c h o o l .  S u c c e s s f u l  s u b ­
s c r i p t i o n  s a l e s  a r e  u s u a l l y  t h e  r e s u l t  o f  s e l e c t i n g  p o p u l a r  
m e m b e r s  f r o m  e a c h  c l a s s  t o  a i d  i n  t h e  s e l l i n g .  A l b e r t  block 
co m m e n t s  a s  f o l l o w s  i n  r e g a r d  t o  s u b s c r i p t i o n s  a s  a s o u r c e  
o f  i n c o m e  f o r  y e a r b o o k  r e v e n u e :
S u b s c r i p t i o n s  a r e  a n  i m p o r t a n t  i t e m  i n  
f i n a n c i n g  m o s t  s c h o o l  p u b l i c a t i o n s .  Some o f  
t h e  r u r a l  c o n s o l i d a t e d  s c h o o l s  h a v e  g r e a t l y  i n ­
c r e a s e d  t h e  c i r c u l a t i o n  o f  t h e  s c h o o l  a n n u a l  by 
m a k i n g  i t  r e p r e s e n t a t i v e  o f  a l l  o f  t h e  e l e m e n t a r y  
g r a d e s  a s  w e l l  a s  o f  t h e  h i g h  s c h o o l .  S u c h  a  
p o l i c y  m a k e s  i t  p o s s i b l e  f o r  a  c h i l d  t o  s e e  a  
p i c t u r e  o f  h i s  c l a s s m a t e s  anu. h i s  t e a c h e r s  f o r
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t h e  e n t i r e  nu mb er  o f  y e a r s  t h a t  he  r e m a i n e d  i n  
s c h o o l .  I t  d o e s  n o t  r e q u i r e  much e f f o r t  on t h e  
p a r t  o f  t h o s e  t a k i n g  s u b s c r i p t i o n s  t o  c o n v i n c e  
t h e  p a r e n t s  t h a t  t h e y  s h o u l d  h a v e  a  c o p y  f o r  e a c h  
c h i l d  i n  s c h o o l . ^
A d v e r t i s i n g . The a d v e r t i s i n g  s e c t i o n  o f  a n  a n n u a l  i s  
a n  i m p o r t a n t  p a r t  o f  t h e  y e a r b o o k  a s  t h i s  i s  t h e  s e c o n d  
l a r g e s t  s o u r c e  o f  i n c o m e .  T h r e e  t y p e s  o f  a d v e r t i s i n g  t h a t  
a r e  a p p r o p r i a t e  f o r  u s e  i n  y e a r b o o k s  a r e  p a g e  s p o n s o r s ,  
b o o s t e r  l i s t s ,  a n d  p i c t o r i a l  d i s p l a y  a d v e r t i s e m e n t s .  P i c ­
t u r e s  o f  t h e  f i r m s  a d v e r t i s i n g ,  t o g e t h e r  w i t h  t h e i r  a d v e r t i s e  
m e n t ,  c r e a t e s  r e a d e r  i n t e r e s t ,  e s p e c i a l l y  i f  s t u d e n t s  a r e  
i n c l u d e d  i n  t h e  p i c t u r e s .  T h i s  i s  a m o d e r n  v a r i a t i o n  o f  t h e  
o l d e r  d i s p l a y  a d v e r t i s i n g  s t y l e .  I n  p a g e  s p o n s o r i n g ,  an  
a d v e r t i s e r  may p u t  a  c r e d i t  l i n e  on a n y  p a g e  i n  t h e  bo ok  a n d  
t h i s  i s  a  s a t i s f a c t o r y  s t y l e  a s  t h e  a d v e r t i s e r  may s e l e c t  
t h e  s p o r t  o r  a c t i v i t y  t h a t  he  w i s h e s  t o  s p o n s o r .  I n  t h e s e  
s e c t i o n s  t h e  a d v e r t i s e m e n t s  a r e  r e a d  many t i m e s ;  w h e r e a s  t h e  
a d v e r t i s e m e n t s  i n  t h e  a d v e r t i s i n g  s e c t i o n  i n  t h e  b a c k  o f  t h e  
b o o k  o f t e n  g o e s  u n n o t i c e d .  B o o s t e r  l i s t s  a r e  nam es  o f  f i r m s  
o r  p a t r o n s  who a r e  s u p p o r t i n g  t h e  s c h o o l  a n n u a l  t h r o u g h  
s e r v i c e  r e n d e r e d  o r  by f i n a n c i a l  a s s i s t a n c e .  I(iany p r o f e s ­
s i o n a l  p e o p l e  a r e  w i l l i n g  t o  s u p p o r t  t h e  y e a r b o o k  on t h i s  
b a s i s .
The t y p e  o f  a d v e r t i s i n g  u s e d  w i l l  d e p e n d  up on  c o n d i ­
t i o n s  a n d  c u s t o m s  p r e v a l e n t  i n  a n y  c o m m u n i t y .  A d v e r t i s i n g
^ A l b e r t  Mock,  A M a n u a l  o f  E x t r a c u r r i c u l a r  A c t i v i t i e s ,
( I n d i a n a p o l i s , I n d i a n a :  P u b l i s h e d  by t h e  a u t h o r , 1 9 5 0 ) ,  p .
91.
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s h o u l d  b e  s o l d  on a b a s i s  o f  w h a t  i t  w i l l  do f o r  t h e  a d v e r ­
t i s e r ,  a n d  m u s t  n o t  be  r e g a r d e d  a s  a  d o n a t i o n .  R a t e s  w i l l  
v a r y  d e p e n d i n g  u p o n  t h e  s i z e  o f  t h e  c o m m u n i t y ,  t h e  n um be r  o f  
b o o k s  s o l d ,  a n d  t h e  p r i c e  c h a r g e d  by o t h e r  s c h o o l s  s o l i c i t i n ,  
a d v e r t i s i n g  i n  t h e  same a r e a .  D i s p l a y  a d v e r t i s i n g  u s u a l l y  
r a n g e s  f r o m  t h i r t y  t o  e i g h t y  d o l l a r s  p e r  p a g e  w h i l e  t h e  p a g e  
s p o n s o r s  r a n g e  f r o m  f i v e  t o  f i f t e e n  d o l l a r s  p e r  c r e d i t  l i n e .  
F i r m s  s h o u l d  n o t  be  s o l i c i t e d  w h i c h  s e l l  p r o d u c t s  n o t  s u i t e d  
t o  s t u d e n t s  o r  t h e i r  p u b l i c a t i o n s .
The c a m p a i g n  i s  u n d e r  t h e  l e a d e r s h i p  o f  t h e  b u s i n e s s  
m a n a g e r ,  a s s i s t e d  b y  t h e  a d v e r t i s i n g  m a n a g e r  who o r g a n i z e s  
t h e  s a l e s m e n .  T h e y  m e e t  a n d  d i s c u s s  a l l  p h a s e s  o f  t h e  w o r k ,  
t h e  p r o p e r  c o u r t e o u s  a n d  p o s i t i v e  a p p r o a c h ,  p r o p e r  d r e s s ,  
a n d  a  t h o r o u g h  u n d e r s t a n d i n g  o f  w h a t  t h e y  a r e  t o  d o .  D e f i n ­
i t e  a s s i g n m e n t s  s h o u l d  b e  g i v e n  t o  e a c h  s a l e s m a n  so d u p l i c a ­
t i o n s  i n  c a l l s  w i l l  n o t  o c c u r .  Y e a r b o o k  a d v e r t i s i n g  s h o u l d  
be  s o l d  i n  S e p t e m b e r  b e c a u s e  a t  t h i s  t i m e  o f  y e a r  b u s i n e s s  
i s  g o o d .  S a l e s m e n  m u s t  p o i n t  o u t  t h a t  y e a r b o o k  a d v e r t i s i n g  
i s  a  s e l e c t e d  c i r c u l a t i o n  r e a c h i n g  many mo re  i n  e a c h  home 
t h a n  t h e  p u r c h a s e r  o f  t h e  y e a r b o o k .
E a c h  t i m e  a n  a d v e r t i s e m e n t  i s  s o l d  t h e  name o f  t h e  
f i r m ,  a d d r e s s ,  t y p e  o f  a d v e r t i s i n g ,  s i z e  o f  a d v e r t i s e m e n t ,  
c o s t ,  a m o u n t  o f  money c o l l e c t e d ,  a n d  s p e c i a l  w o r d i n g  s h o u l d  
b e  r e c o r d e d  on a  p r e p a r e d  a d v e r t i s i n g  a g r e e m e n t .  ( S e e  
A p p e n d i x  1C,  p a g e  1 2 3 * )  T h i s  a g r e e m e n t  s h o u l d  b e  made i n  
d u p l i c a t e  w i t h  one  c o p y  r e m a i n i n g  w i t h  t h e  a d v e r t i s e r .  The
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s a l e s m a n ’ s c o p y  an d  money c o l l e c t e d  s h o u l d  b e  t u r n e d  o v e r  t o  
t h e  b u s i n e s s  m a n a g e r .  S a l e s m e n  s h o u l d  r e c e i p t  a l l  money r e ­
c e i v e d  a n d  r e q u e s t  t h a t  p a y m e n t  b e  made by c h e c k  t o  t h e  
a n n u a l  c l u b .  The s a l e s m a n  s h o u l d  h a v e  a p r e p a r e d  l a y o u t  t o  
show t h e  p r o s p e c t i v e  a d v e r t i s e r  how h i s  a d v e r t i s e m e n t  w i l l  
a p p e a r .
A d v e r t i s i n g  s h o u l d  be s o l d ,  n o t  s o l i c i t e d .  S a l e s m e n  
m u s t  s t r e s s  t h e  l o n g  t e r m  v a l u e  o f  a d v e r t i s i n g  i n  s c h o o l  
y e a r b o o k s  a s  c o m p a r e d  t o  a d v e r t i s i n g  by r a d i o  o r  d a i l y  n e w s ­
p a p e r s ,  p o i n t i n g  o u t  how i n e x p e n s i v e  y e a r b o o k  a d v e r t i s i n g  i s  
when  c o n s i d e r e d  on t h e  b a s i s  o f  p e r  c o p y  o f  book  t h a t  w i l l  
b e  i n  c i r c u l a t i o n .  S .  D. W a r r e n  Company e x p l a i n s  i t  t h i s  
way:
F i r s t  o f  a l l ,  e v e r y  y e a r b o o k  h a s  a  p e r p e t u i t y  
o f  e x p o s u r e  b e y o n d  a l m o s t  e v e r y  o t h e r  medium a n  
a d v e r t i s e r  c a n  u s e .  An a d v e r t i s e m e n t  i n  a  n e w s ­
p a p e r  l a s t s  a  d a y ;  i n  a  m a g a z i n e  l i k e  t h e  S a t u r ­
d a y  E v e n i n g  P o s t ,  i t  may l a s t  a  w e e k ;  a n d  on  t h e  
r a d i o ,  i t  may e n d  w h e n  t h e  p r o g r a m  s i g n s  o f f .
E v e n  i n  a r e f e r e n c e  b o o k ,  s u c h  a s  a  c l u b  r o s t e r  
o r  a  p u r c h a s i n g  g u i d e ,  a  y e a r  i s  a l l  t h a t  c a n  be 
e x p e c t e d . 3
A f t e r  t h e  a d v e r t i s i n g  c a m p a i g n  h a s  b e e n  c o m p l e t e d ,  t h e  
s t a f f  m u s t  c o n t i n u e  t o  g i v e  s e r v i c e  t o  t h e  f i r m s  a d v e r t i s i n g  
i n  t h e  b o o k .  L i s t s  s h o u l d  b e  p o s t e d  on  s c h o o l  b u l l e t i n  
b o a r d s ,  a n d  i n  t h e  s c h o o l  p a p e r ,  w i t h  e n c o u r a g e m e n t  t o  t h e  
p u b l i c  t o  p a t r o n i z e  t h o s e  who a d v e r t i s e d  i n  t h e  s c h o o l  y e a r ­
b o o k .  A l l  f i r m s  m u s t  r e c e i v e  a  c u t  o f  t h e i r  a d v e r t i s e m e n t s
3 s .  D. W a r r e n  Company,  o p .  c i t . ,  p .  7 .
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a s  t h e y  a p p e a r e d  i n  t h e  b o o k ,  a n d  a  c o u r t e s y  l e t t e r  s h o u l d  
be s e n t  t o  e a c h  a t  t h e  c o n c l u s i o n  o f  t h e  s c h o o l  y e a r .
R e c o r d s  o f  s u c c e s s f u l  s e l l i n g  m e t h o d s  s h o u l d  b e  k e p t  a s  a 
g u i d e  t o  t h e  n e x t  y e a r ’ s  s t a f f ,
V ^ a l t e r  W i l c o x ,  D e p a r t m e n t  o f  J o u r n a l i s m ,  U n i v e r s i t y  o f  
Wyoming ,  made a  c o m p a r a t i v e  s t u d y  o f  t h e  c o s t s  o f  Wyoming 
H i g h  S c h o o l  Y e a r b o o k s ,  The f i g u r e s  w e r e  t a k e n  f r o m  q u e s t i o n ­
n a i r e s  r e t u r n e d  f r o m  f o r t y - s e v e n  h i g h  s c h o o l  a d v i s e r s  w h i c h  
w a s  s i x t y - f o u r  p e r  c e n t  o f  t h e  s t a t e ’ s  t o t a l .  I n  t h e  f i n d ­
i n g s ,  s i x  s c h o o l s  h a d  no  a d v e r t i s i n g ,  a n d  t h e  b a l a n c e  o f  t h e  
s c h o o l s  r e c e i v e d  t w e n t y - f i v e  t o  o n e  h u n d r e d  p e r  c e n t  o f  t h e i r  
r e v e n u e  f r o m  a d v e r t i s i n g .  The s u r v e y  i n d i c a t e s  t h a t  s m a l l e r  
s c h o o l s  d e p e n d  mo re  up on  a d v e r t i s i n g  t h a n  t h e  l a r g e r  
s c h o o l s
M e t h o d s  o f  f i n a n e i n g  y e a r b o o k s  o t h e r  t h a n  s u b s c r i p ­
t i o n s  a n d  a d v e r t i s i n g . Many b o o k s  a r e  p a r t i a l l y  f i n a n c e d  by 
a s s e s s i n g  e a c h  c l a s s  o r  c l u b  a  d e f i n i t e  a m o u n t  p e r  p a g e ,  i f  
t h e y  h a v e  m e a n s  o f  r a i s i n g  m o n e y ,  w i t h  a  common p r i c e  r a n g e  
f r o m  f i v e  t o  t w e n t y  d o l l a r s  p e r  p a g e .  T h i s  K e e p s  o r g a n i z a ­
t i o n s  f r o m  a t t e m p t i n g  t o  m o n o p o l i z e  t o o  much s p a c e  i n  t h e  
b o o k .  Many s t a f f s  c h a r g e  c l u b s  f o r  a l l  g r o u p  p i c t u r e s  u s e d .  
Some d o  n o t  c h a r g e  f o r  g r o u p  p i c t u r e s ,  b u t  c h a r g e  f o r  
p o r t r a i t s  i n  t h e  c l a s s  s e c t i o n  o f  t h e  a n n u a l .
^ W a l t e r  W i l c o x ,  What  Does  Y o u r  Y e a r b o o k  C o s t , ( U n i ­
v e r s i t y  o f  Wyoming,  L a r a m i e ,  Wyoming,  19 5 2 S u r v e y .
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Kany y e a r b o o k  o r g a n i z a t i o n s  t a k e  o r d e r s  i n  d o z e n  l o t s  
f o r  i n d i v i d u a l  p i c t u r e s .  T h e y  a l s o  a c t  a s  a g e n t s  f o r  c l a s s  
r i n g s ,  s w e a t e r s ,  a n d  a n n o u n c e m e n t s  a s  m o s t  c o m p a n i e s  w i l l  
g i v e  t h e m  t e n  p e r  c e n t  f o r  m a k i n g  t h e  o r d e r s ,  r e c e i v i n g  t h e  
m e r c h a n d i s e ,  a n d  c o l l e c t i n g  f o r  i t .  Most  p u b l i s h i n g  compan­
i e s  g i v e  d i s c o u n t s  f o r  f a l l  d e l i v e r y  on  y e a r b o o k s ,  and  p a y  
i n t e r e s t  on  money p a i d  e a r l y  i n  t h e  y e a r  b e f o r e  a c t u a l  p u b ­
l i s h i n g  s t a r t s .
O t h e r  s o u r c e s  o f  i n c o m e  a r e ,  ( 1 )  m a g a z i n e  s a l e s ,  ( 2 )  
C h r i s t m a s  c a r d s ,  ( 3 )  d a n c e s ,  ( 4 )  rummage s a l e s ,  a n d  (3 )  
p l a y s .  T h e s e  a r e  a  few o f  t h e  i d e a s  t h a t  a r e  p o s s i b l e  i f  
t h i s  t y p e  o f  f u n d  r a i s i n g  m u s t  be  u s e d .  The k i n d  o f  com­
m u n i t y  t h a t  t h e  s t u d e n t  b o d y  r e p r e s e n t s  s h o u l d  d e t e r m i n e  t h e  
m e t h o d s  u s e d  t o  r a i s e  money f o r  t h e  y e a r b o o k  p r o d u c t i o n .
The U n i v e r s i t y  o f  h y o m i n g  s u r v e y  show^s t h a t  Wyoming 
s c h o o l s  u s e d  many m e t h o d s  t o  f i n a n c e  t h e i r  y e a r b o o k s ,  n a m e l y
( 1 )  n o v e l t y  s a l e s ,  ( 2 )  d a n c e s ,  ( 3 )  b a s k e t b a l l  t o u r n a m e n t s ,  
( 4 )  c a r n i v a l s ,  ( 3 )  d u e s ,  ( 6 )  s e n i o r  p l a y , ( 7 )  c h a r g e s  t o
c l u b s ,  ( 6 )  c o n c e s s i o n s ,  ( 9 )  a m a t e u r  h o u r s ,  and  ( 1 0 )  s a l e  o f  
p i c t u r e s . ^
^ W a l t e r  W i l c o x ,  What  Does  Y o u r  Y e a r b o o k  C o s t ,  ( U n i ­
v e r s i t y  o f  Wyoming,  L a r a m i e ,  Wyoming,  1 ^ 2 ) ,  S u r v e y .
CHAPTER VI 
PLANNING THE YEARBOOK
The s i z e  a n d  p r o p o r t i o n s  o f  t h e  y e a r b o o k  s h o u l d  be  
c o n t r o l l e d  b y  s e v e r a l  f a c t o r s ,  n a m e l y ;  a m o u n t  o f  money 
a v a i l a b l e ,  n u m b e r  o f  s t a f f  m e m b e r s ,  am o u n t  o f  t i m e  a l l o t t e d  
f o r  w o r k i n g  on  i t ,  a n d  t y p e  o f  s c h o o l  i t  i s  t o  s e r v e .  A 
g oo d  p l a n  i s  t o  s t a r t  s m a l l  a n d  e x p a n d  when c o n d i t i o n s  w a r ­
r a n t  e x p a n s i o n .  S i n c e  t h e  y e a r b o o k  i s  t h e  q u a l i t y  p u b l i c a ­
t i o n  o f  t h e  s c h o o l ,  i t  m u s t  be  mo re  c a r e f u l l y  d o n e  t h a n  t h e  
s c h o o l  p a p e r  a n d  o t h e r  s c h o o l  p u b l i c a t i o n s .  The y e a r b o o k  
m u s t  h a v e  u n i t y  t h r o u g h o u t  a n d  m u s t  n o t  become a  g r o u p  o f  
u n r e l a t e d  s e c t i o n s .
Name. The name m u s t  be  a p p r o p r i a t e  t o  t h e  s c h o o l ,  t h e  
c o m m u n i t y ,  a n d  t h e  y e a r b o o k .  The  o r i g i n a l  name s h o u l d  be 
k e p t  t h r o u g h o u t  t h e  l i f e t i m e  o f  t h e  a n n u a l .  I f  t h e  name i s  
e a s y  t o  p r o n o u n c e ,  l o o k s  w e l l  i n  t y p e ,  a n d  i s  o r i g i n a l ,  i t  
w i l l  h a v e  t h e  e a r m a r k s  o f  a  s u i t a b l e  t i t l e .  One b a s e d  u p o n  
t r a d i t i o n  w i l l  b e  a s  f i t t i n g  i n  t h e  y e a r s  t o  come a s  i t  i s  
t o d a y .
C o v e r a g e . The c o v e r a g e  o f  y e a r b o o k s  i s  s i m i l a r  r e ­
g a r d l e s s  o f  t h e  s i z e  o f  t h e  book  o r  t h e  q u a l i t y  o f  t h e  p u b ­
l i c a t i o n ;  a s  i t  i s  i n  t h e  n u m b e r  o f  p a g e s  i n  t h e  s e c t i o n s
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t h a t  b o o k s  d i f f e r .  The y e a r b o o k  m u s t  i n f o r m  a n a  e d u c a t e  i t s  
r e a d e r s  b y  s u p p l y i n g  o f f i c i a l  s c h o o l  i n f o r m a t i o n .  S t i m u l a t ­
i n g  s c h o o l  l o y a l t y  a n d  r e f l e c t i n g  c r e d i t  t o  t h e  s c h o o l  by 
r e p o r t i n g  and  i n t e r p r e t i n g  t h e  v a r i o u s  p h a s e s  o f  e d u c a t i o n  
s h o u l d  b e  i t s  p u r p o s e .  The  y e a r b o o k  m u s t  show t h e  s c h o o l  a t  
w o r k  i n  t h e  c l a s s r o o m ,  i n  t h e  h a l l s ,  i n  t h e  l u n c h r o o m ,  a n d  
on  t h e  g r o u n d s ,  a n d  b e  a  w e l l - r o u n d e d  r e c o r d  o f  t h e  y e a r  
s h o w i n g  t h e  s e r i o u s  a n d  l i g h t e r  a s p e c t s  o f  s c h o o l  l i f e .  The 
c o m p l e t e  s t o r y  m u s t  be  t o l d  t o  i t s  r e a d e r s  c h i e f l y  i n  p i c ­
t u r e s ,  b u t  w i t h  e n o u g h  c o p y  t o  t e l l  t h e  g e n e r a l  s t o r y  i l l u s ­
t r a t e d  on  t h e  p a g e .  The y e a r b o o k  m u s t  n o t  c o n t a i n  b a b y  
p i c t u r e s ,  c a r i c a t u r e s ,  p a g e s  o f  j o k e s , m i s c e l l a n e o u s  s n a p ­
s h o t s ,  o r  w i l l s  a n d  p r o p h e s i e s ,  b e c a u s e  t h e s e  a r e  t o o  c o s t l y  
f o r  t h e i r  w o r t h  a n d  a r e  a n  i n d i c a t i o n  t o  t h e  p u b l i c  t h a t  t h e  
s c h o o l  i s  w a s t e f u l  b o t h  i n  t i m e  a n d  money .  T h e s e  c a n  be  
r e p l a c e d  by  p i c t u r e s  p o r t r a y i n g  t h e  a c t i v i t i e s  a n d  a c c m p l i s h -  
m e n t s  o f  t h e  v a r i o u s  s c h o o l  o r g a n i z a t i o n s .
T h e m e . To g i v e  u n i t y  t o  t h e  a n n u a l ,  o n e  i d e a  i s  woven  
c l e v e r l y  t h r o u g h o u t  i t s  e n t i r e t y .  T h i s  i s  d e s i g n a t e d  a s  t h e  
t h e m e  a n d  e x p r e s s e s  t h e  p o i n t  o f  v i e w  f o r  t h e  s c h o o l  y e a r .  
T h i s  g i v e s  t h e  b o o k  c o n t i n u i t y  a n d  a t m o s p h e r e .  The th em e 
s h o u l d  b e  s i m p l e  a n d  e a s i l y  r e c o g n i z e d ,  a n d  b e  p o r t r a y e d  on 
t h e  c o v e r ,  en d  s h e e t s ,  o p e n i n g  s e c t i o n ,  a n d  d i v i s i o n  p a g e s ,  
b u t  i t  s h o u l d  n o t  be p e r m i t t e d  t o  d o m i n a t e  t h e  book  n o r  
s h o u l d  i t  be  a r t i f i c i a l .  C o n s i s t e n c y  o f  t y p e  f a c e s  u s e d .
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s i z e  o f  t y p e ,  a n d  r e l a t e d  a r t  i l l u s t r a t i o n s  s t r e n g t h e n  t h e  
t h e m e •
Them es  may b e  g e n e r a l ,  s p e c i f i c ,  a b s t r a c t ,  g a y ,  o r  
s e r i o u s .  T h e y  may be b a s e d  up o n  t h e  s c h o o l ,  i t s  t r a d i t i o n s ,  
s t u d e n t  l i f e ,  a n n i v e r s a r i e s ,  o u t s t a n d i n g  s u c c e s s e s ,  o r  h o n o r  
t h e  on e  f o r  whom t h e  s c h o o l  was  nam ed .  The  t h e m e  c a n  b e  
b u i l t  a r o u n d  t h e  c o m m u n i t y ;  i t s  h i s t o r y  o r  l o c a t i o n ,  o r  i t  
may b e  d e t e r m i n e d  by  t h e  s t a t e ’ s  i n d u s t r y ,  nam e,  l o c a t i o n ,  
o r  t r a d i t i o n .  P a t r i o t i c  t h e m e s  o r  t h o s e  c o n c e r n e d  w i t h  
m u s i c ,  n a t u r e ,  s c i e n c e ,  o r  a n y  n u m b e r  o f  g e n e r a l  i d e a s  a r e  
common. A u t h o r i t i e s  c o n s i d e r  i t  p e r m i s s i b l e  t o  u s e  a  th e m e  
t h a t  h a s  b e e n  u s e d  p r e v i o u s l y  i n  some o t h e r  s e c t i o n  o f  t h e  
U n i t e d  S t a t e s ,  b u t  n o t  p e r m i s s i b l e  t o  c o p y  i d e a s  f o r  d e v e l ­
o p m e n t .  Themes  m u s t  c o n t r i b u t e  t o  t h e  f u n c t i o n  o f  t h e  y e a r ­
b o o k  o r  t h e y  a r e  n o t  w o r t h  t h e  c o s t  a n d  e f f o r t .  Here  i s  
w h a t  3 ,  D. W a r r e n  Company h a s  t o  s a y  a b o u t  t h e m e s ;
T h e r e  h a s  b e e n  a n  i n c r e a s i n g  t e n d e n c y  i n  much 
y e a r b o o k  e d i t o r i a l  p l a n n i n g  t o  e s t a b l i s h  a  b a s i c  
t h e m e  t o  w h i c h  t h e  e n t i r e  b o o k  m ore  o r  l e s s  c o n ­
f o r m s .  The n a t u r e  o f  s u c h  a  t h e m e  may v a r y  
g r e a t l y .  I t  may b e  t h e  s o - c a l l e d  " I d e a  Theme" o r  
a n  a r t  t h e m e ,  c o p y  t h e m e  o r  l a y o u t  t h e m e .
S o m e t i m e s  t h e  t h e m e  i s  w e l l  d e f i n e d .  A n n o u n c e d  
e a r l y  i n  t h e  b o o k ,  t h e  v a r i o u s  s e c t i o n s  o r  d i v i ­
s i o n s  t h a t  f o l l o w  h a v e  a  d i r e c t  r e l a t i o n s h i p  t o  
t h e  t h e m e  i n  b o t h  c o p y  a n d  v i s u a l i z a t i o n .  F o r  
e x a m p l e ,  a  r e c e n t  i s s u e  o f  t h e  u ' e s t  P o i n t  H o w i t z e r  
w as  b u i l t  a r o u n d  t h e  b a s i c  t h e m e  of  t h e  o f t - q u o t e d  
C a d e t  P r a y e r ,  The e n t i r e  p r a y e r  was  b e a u t i f u l l y  
p r e s e n t e d  i n  t h e  f o r e p a r t  o f  t h e  b o o k .  T h e n  a p ­
p r o p r i a t e  q u o t a t i o n s  f r o m  t h a t  p r a y e r  v ;e re  u s e d  t o  
i n t r o d u c e  t h e  v a r i o u s  s e c t i o n s  o f  t h e  b o o k .
F r e q u e n t l y ,  h o w e v e r ,  a  t h e m e  i s  u s e d  t h a t  i s  n o t  
so  r e a d i l y  a p p a r e n t  t o  t h e  r e a d e r  a l t h o u g h  i t  p r o ­
v i d e s  a  b a s i c  p a t t e r n  t o  w h i c h  t h e  e d i t o r i a l
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p l a n n i n g ,  c a n  a d h e r e .  You c a n  f i n d  many e x a m p l e s  
o f  how t h e m e s  a r e  b e i n g  u s e d  a n d  d e v e l o p e d  b y  
s i m p l y  l o o k i n g  o v e r  a n y  r e p r e s e n t a t i v e  g r o u p  o f  
y e a r b o o K S .
One s c h o o l  p u t  o u t  a n  i n t e r e s t i n g  book  b a s e d  
on  a  p e r s o n a l i z e d  t y p i c a l  s t u d e n t  c h a r a c t e r  
named  " T i l l i e ” who r e a p p e a r e d  i n  a l l  o f  t h e  
s c h o o l  a c t i v i t i e s -
A g e n u i n e l y  c l e v e r  a n d  o r i g i n a l  t h e m e  u n q u e s ­
t i o n a b l y  i s  a  g r e a t  a i d  i n  ^ 'keynot ing^* a  book-  
I f  i t  c a n  b e  p e r t i n e n t  t o  t h e  s c h o o l ,  so  much 
t h e  b e t t e r .  I t  u s u a l l y  t a k e s  t i m e  a n d  e f f o r t  t o  
d e v e l o p  s u c h  t h e m e s ,  b u t  when a  g o o d  o n e  i s  f o u n d  
t h e  e f f o r t  i s  w e l l  r e w a r d e d -
A r t  w o r k . A r t  work  s h o u l d  be s u p p l e m e n t a r y  t o  t h e  
m a j o r  c o n t e n t  o f  t h e  y e a r b o o k ,  b u t  m u s t  n o t  be  a  s e r i e s  o f  
u n r e l a t e d  d e c o r a t i o n s -  S k e t c h e s  a r e  u s e f u l  i n  t h e  o p e n i n g  
s e c t i o n ,  on d i v i s i o n  p a g e s ,  a n d  t h e y  h e l p  t o  b r i g h t e n  t h e  
d u l l e r  c l a s s  s e c t i o n s  by t h e  u s e  o f  c a r t o o n s  t h a t  c o m p l e m e n t  
t h e  p i c t u r e s .  A r t  work  m u s t  d e f i n i t e l y  c o n t r i b u t e  t o  t h e  
t h e m e  a n d  f i t  t h e  s p a c e  t o  b e  d e s i g n e d  w i t h o u t  d o m i n a t i n g  
o t h e r  c o n t e n t  o f  t h e  p a g e .  I f  t h e  u s e  o f  a r t  w ork  c a u s e s  
o v e r c r o w d i n g ,  i t  s h o u l d  be  e l i m i n a t e d  a s  t h e  w h i t e  a r e a  a d d s  
t o  t h e  a p p e a r a n c e  o f  t h e  p a g e -  Any b o o k  c a n  be  r u i n e d  by 
p o o r l y  e x e c u t e d  s k e t c h e s  a n d  a m a t e u r i s h  d r a w i n g s -  I f  t h e  
b u d g e t  p e r m i t s  p r o f e s s i o n a l  a r t  w o r k , i t  c a n  be  u s e d  i n  l i e u  
o f  s t u d e n t  a r t . S h a r p  d r a w i n g s  e m p l o y i n g  b o l d  s o l i d  l i n e s  
a n d  a r e a  a r e  i d e a l  f o r  r e p r o d u c t i o n .  The u s e  o f  b l a c k  I n d i a  
i n k  on  a  g l a z e d  i n k  p a p e r  p r o d u c e s  t h e  b e s t  r e s u l t s .
f ^ ^ D e t e r m i n i n g  t h e  E d i t o r i a l  O b j e c t i v e , ' ^  B e t t e i -  Y e a r -  
b o o k s  T h r o u g h  B e t t e r  P l a n n i n g , ( 3 .  D. b a r r e n  Company,  B o s t o n ,
1949) ,  p. lb .
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The a r t  e d i t o r  h a s  o t h e r  d u t i e s  i n  a d d i t i o n  t o  s u p e r ­
v i s i n g  s k e t c h i n g  a s  h e  m u s t  a s s i s t  t h e  e d i t o r  i n  l a y o u t s  a n d  
t h e  s e l e c t i o n  o f  c o l o r .  Y e a r b o o k  a r t i s t s  who r e f e r  t o  
n a t i o n a l  m a g a z i n e s  f o r  i d e a s  on p a g e  a n d  a d v e r t i s i n g  l a y o u t s  
a r e  b e n e f i t i n g  f r o m  t h e  b e s t  a r t  i n  A m e r i c a .
C o l o r  i n  t h e  y e a r b o o k . To c l a s s i f y  a n d  d e s c r i b e  t h e  
p o s s i b l e  u s e s  o f  c o l o r  i n  y e a r b o o k s  w o u l d  be an  e n d l e s s  t a s k .  
The  T a y l o r  P u b l i s h i n g  Company o f  D a l l a s ,  T e x a s  p u b l i s h e s
s e v e r a l  p a m p h l e t s  on i t s  u s e  a n d  h e r e  i s  a  c o n d e n s e d  r e p o r t
2
f r o m  t h e i r  m a t e r i a l :
C o l o r  i s  u s e d  t o  i m p r o v e  t h e  a r t i s t i c  a n d  g e n e r a l  a p ­
p e a r a n c e  o f  y e a r b o o k s  a n d  t o  e m p h a s i z e  c e r t a i n  p a g e s ,  s u c h  
a s  t h e  i n t r o d u c t o r y  s e c t i o n ;  b u t  a  b a s i c  c o l o r  scheme s h o u l d  
b e  u s e d  t h r o u g h o u t  t h e  b o o k .  I f  t h e  u s e  o f  c o l o r  n e c e s s i ­
t a t e s  t h e  c u r t a i l m e n t  o f  p a g e s  a n d  t h e  g e n e r a l  q u a l i t y  o f  
t h e  b o o k ,  c o l o r  s h o u l d  be e l i m i n a t e d .  C o l o r  s u g g e s t s  c e r ­
t a i n  m o o d s ,  b u t  s h o u l d  n o t  b e  u s e d  t o  f i l l  awkward  h o l e s  i n  
t h e  l a y o u t ;  n e i t h e r  s h o u l d  i t  d o m i n a t e .
The u s e  o f  b l a c k  a nd  one  a d d i t i o n a l  c o l o r ,  o r  a n y  
c o l o r  i n s t e a d  o f  b l a c k ,  i s  r e l a t i v e l y  i n e x p e n s i v e  by  t h e  
o f f s e t  m e t h o d  o f  r e p r o d u c t i o n .  Tlie u s e  o f  D u o t o n e , w h i c h  i s  
two  h a l f t o n e s  o f  t h e  same p h o t o g r a p h ,  p r i n t e d  i n  a ny  c o l o r  
j n  a d d i t i o n  t o  b l a c k ,  p r o d u c e s  a s t r i k i n g  e f f e c t .  B e c a u s e  
o f  t h e  n e c e s s i t y  o f  m a k i n g  two p l a t e s ,  a n d  t h e  a d d i t i o n a l
p
C o l o r  i n  C o l l e g e  a n d  High S c h o o l  Y e a r b o o k s , ( T a y l o r  
P u b l i s h i n g  C o m p an y , j J a i l a s ,  T e x a s ; ,  u r o c h u r e .
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t i m e  r e q u i r e d  f o r  p r i n t i n g ,  t h e  c o s t  i s  i n c r e a s e d .  The u s e  
o f  t h e  f o u r  c o l o r  p r o c e s s  i s  n o t  a d v i s a b l e  b e c a u s e  o f  t h e  
i n c r e a s e d  c o s t  o f  m a k i n g  t h e  f o u r  c o l o r  p r o c e s s  p l a t e s  p l u s  
t h e  p r i n t i n g .  The u s e  o f  t h e  same c o l o r  f o r  d i f f e r e n t  p a g e s  
u s u a l l y  c o s t s  l e s s  t h a n  when  u s i n g  d i f f e r e n t  c o l o r s .  The 
u s e  o f  c o l o r  i n  an  e i g h t  p a g e  s e c t i o n  c o s t s  a b o u t  h a l f  a s  
much a s  i f  t h e  e i g h t  p a g e s  w e r e  s c a t t e r e d  t h r o u g h o u t  t h e  
b o o k .
B e f o r e  a n y  d e c i s i o n  i s  made on t h e  u s e  o f  c o l o r ,  
y e a r b o o k  s t a f f s  s h o u l d  s e n d  t o  t h e i r  p u b l i s h e r  t h e i r  p a g e  
l a y o u t s ,  p i c t u r e s ,  c o p y ,  a n d  a r t  w o r k ,  t o g e t h e r  w i t h  t h e  
n u m b e r  a n d  e x a c t  p a g e s  w h e r e  c o l o r  w i l l  be u s e d .  They s h o u l d  
a l s o  n o t i f y  t h e  p u b l i s h e r  a s  t o  t h e  t y p e  o f  b i n d i n g  t h a t  
t h e y  h a v e  s p e c i f i e d  and  t h e  medium o r  m e th o d  d e s i r e d .  Then  
d e f i n i t e  p r i c e  q u o t a t i o n s  c a n  be  made by t h e  p u b l i s h e r .
P h o t o g r a p h y . The s u c c e s s  o f  a n y  a n n u a l  d e p e n d s  up o n  
t h e  q u a l i t y  o f  i t s  p i c t u r e s .  P i c t u r e s  s h o u l d  h a v e  i n t e r ­
m e d i a t e  t o n e s  r a t h e r  t h a n  a  s h a r p  c o n t r a s t  s u c h  a s  e x i s t s  
b e t w e e n  b l a c k  a n d  w h i t e .  Not  a l l  good  p i c t u r e s  w i l l  r e p r o ­
d u c e  s u c c e s s f u l l y ^  and  t h i s  o ne  f a c t  i s  t h e  c h i e f  c a u s e  o f  
m i s u n d e r s t a n d i n g  b e t w e e n  s c h o o l s  a n d  p u b l i s h i n g  c o m p a n i e s .  
T h e r e  i s  a  g r e a t  d i f f e r e n c e  b e t w e e n  t h e  p h o t o g r a p h i c  p r o c e s s  
a n d  t h e  r e p r o d u c t i v e  p r o c e s s  by  t h e  o f f s e t  m e t h o d .  T h e s e  
d i f f e r e n c e s  a r e  w e l l  e x p l a i n e d  by t h e  3 ,  b .  b a r r e n  Company 
a s  s t a t e d  b e l o w :
A p h o t o g r a p h i c  p r i n c  i s  c r e a t u u  cy  t h e  a c t i o n
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o f  l i g h t  on c h e m i c a l l y  s e n s i t i z e d  s u r f a c e s .
The r e p r o d u c t i o n  o f  s u c h  a  p r i n t  i n  g r e a t  
q u a n t i t i e s — by t h e  l i t h o g r a p h i c ,  g r a v u r e ,  o r  
l e t  L e r p r e s s  p r o c e s s - - i s  a c h i e v e d  by  s c r e e n i n g  
t h e  o r i g i n a l  im a g e  i n t o  a  g r e a t  n u m b e r  o f  t i n y  
d o t s ,  c o v e r i n g  t h e  d o t s  w i t h  i n k ,  a n d  p r e s s i n g  
t h e  i n k  on  p a p e r .  The t r a n s l a t i o n  o f  t h e  
o r i g i n a l  t o n e s  i n t o  s c r e e n e d  t o n e s  a l t e r s  t h e i r  
v a l u e s .
P u r e  w h i t e  h i g h l i g h t s  i n  t h e  p h o t o g r a p h i c  
c o p y  a c q u i r e  a p a t t e r n  o f  t i n y  d o t s  i n  t h e  
s c r e e n e d  r e p r o d u c t i o n ,  a n d  s u f f e r  a  l o s s  o f  
w h i t e n e s s  a s  a  r e s u l t .  T r u e  s o l i d  b l a c k s  i n  
p h o t o g r a p h i c  c o p y  a r e  b r o k e n  up by  t h e  s c r e e n  
p a t t e r n  i n  t h e  r e p r o d u c t i v e  p l a t e , a n d  s u f f e r  
a  l o s s  o f  d e n s i t y  a s  a  r e s u l t .  D a r k  m i d d l e -  
t o n e s ,  w h i c h  a r e  s o f t  a n d  s m o o t h  i n  p h o t o g r a p h i c  
c o p y  l o s e  a  m e a s u r e  o f  s m o o t h n e s s  when b r o k e n  
up by  t h e  s c r e e n  i n  a  p l a . t e .
T h u s  t h e  e f f e c t  o f  t h e  d i f f e r e n c e  b e t w e e n  t h e  
p h o t o g r a p h i c  a n d  r e p r o d u c t i v e  p r o c e s s e s  e v i d e n c e s  
i t s e l f  p r i n c i p a l l y  i n  b l a c k  t o n e s ,  d a r k  m i d d l e -  
t o n e s ,  a n d  h i g l i l i g h t s ;  a n d  s o  t h e  vo lu me  a n d  d i s ­
t r i b u t i o n  o f  t h e s e  t h r e e  t o n e s  i n  a  p i c t u r e  a r e  
t h e  f a c t o r s  t h a t  d e t e r m i n e  i t s  v a l u e  a s  a  r e p r o ­
d u c t i v e  c o p y
I n  p l a n n i n g  t h e  p i c t u r e s  f o r  t h e  y e a r b o o k ,  t h e  s t u d e n t  
p h o t o g r a p h e r  m u s t  u n d e r s t a n d  t h e  u s e  o f  l i g h t s ,  e x p o s u r e ,  
a n d  f i l t e r s  a s  i n  t h i s  way p r o p e r  t o n e  v a l u e s  c a n  be  o b t a i n ­
e d .  P r o p e r  l i g h t i n g ,  when  t a k i n g  t h e  p i c t u r e ,  w i l l  g i v e  
c o n t r a s t i n g  h i g h l i g h t s  a n d  s h a d o w s .  S p a r k l e  i n  p i c t u r e s  c a n  
b e  o b t a i n e d  by  t a k i n g  p i c t u r e s  when t h e  l i g h t  i s  r i g h t .  S.
D. W a r r e n  Company e x p l a i n s  s p a r k l e  i n  t h i s  way:
A p i c t u r e  s p a r k l e s  w hen  t h e  v o lu m e  o f  w h i t e  
a n d  b l a c k  i s  d i s p e r s e d  t o  p r o v i d e  t i n y  h i g h ­
l i g h t s  a n d  s h a d o w s  i n  g r e a t  n u m b e r s .  T h u s ,  
s p a r k l e  i s  n o t  t h e  r e s u l t  o f  c o n t r a s t  a l o n e ,  
b u t  o f  t h e  d i s t r i b u t i o n  o f  c o n t r a s t i n g  t o n e s . 4
^ " T h e  R e p r o d u c t i o n  o f  P i c t u r e s , "  How W i l l  I t  P r i n t  by 
O f f s e t , ( S .  D . W a r r e n  Company,  B o s t o n ,  1 9 3 0 ) ,  p.  3 ,
4 i b i d . ,  p .  1 7 .
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I n  p l a n n i n g  t h e  p a g e s  f o r  a  y e a r b o o k ,  v a r i e t y  i s  
n e c e s s a r y .  Some p i c t u r e s  m u s t  s p a r k l e  t o  a c h i e v e  r e s u l t s  
w h i l e  o t h e r s  m u s t  be  c a l m  a n d  r e s t f u l ;  s t i l l  o t h e r s  m u s t  be  
i n  s o f t  p l e a s i n g  t o n e s .  P i c t u r e s  t a k e n  o u t d o o r s  s h o u l d  be 
made i n  m i d - m o r n i n g  o r  m i d - a f t e r n o o n  a s  t h i s  w i l l  g i v e  h i g h ­
l i g h t s  a n d  a r t i s t i c  s h a d o w s .  I n t e r e s t i n g  d e t a i l  t h a t  can^ t  
b e  s e e n  i n  p i c t u r e s  t a k e n  when  t h e  s u n  i s  d i r e c t l y  o v e r h e a d ,  
a n d  s p a r k l e  t h a t  i s  i m p o r t a n t  i n  many o u t d o o r  p i c t u r e s  w i l l  
b e  a c h i e v e d .
P i c t u r e s  s u b m i t t e d  t o  t h e  p u b l i s h e r s  m u s t  be  o r i g i ­
n a l s  a n d  t h e  a c t u a l  s i z e  f o r  u s e .  P h o t o g r a p h e r s  c a n  make 
e n l a r g e m e n t s  a n d  r e d u c t i o n s  f r o m  t h e  o r i g i n a l  n e g a t i v e  
w i t h o u t  l o s s  o f  q u a l i t y .  A g l o s s y  p r i n t  i s  t h e  b e s t  f o r  
r e p r o d u c t i o n ,  b u t  m a t t e  f i n i s h  p a p e r  may b e  u s e d .  S t i p p l e d ,  
r o u g h ,  o r  t e x t u r e d  f i n i s h  p a p e r  d o e s  n o t  r e p r o d u c e  s a t i s ­
f a c t o r i l y .
Good p i c t u r e s  show t h a t  t h o u g h t  h a s  b e e n  g i v e n  t o  t h e  
b a c k g r o u n d  w h i c h  s h o u l d  b e  a medium g r e y .  T o n e s  i n  t h e  p i c ­
t u r e  s h o u l d  r a n g e  f r o m  b l a c k  t o  w h i t e ,  a n d  t h e  p i c t u r e s  m u s t  
b e  s h a r p  a n d  c l e a r .  The s t u d e n t  p h o t o g r a p h e r  m u s t  s e l e c t  
s c e n e s ,  p o s e s ,  a n d  e x p r e s s i o n s  w h i c h  w i l l  b e s t  t e l l  t h e  s c h o o l  
y e a r ^ s  s t o r y .  P l e a s i n g  p i c t u r e s  do n o t  come e a s i l y  a n d  t h e y  
w i l l  n o t  b e  o b t a i n e d  u n l e s s  p r e v i o u s  p l a n n i n g  h a s  gone  i n t o  
t h e m .  A c t i o n  a n d  a r r a n g e m e n t , a s  w e l l  a s  t h e  p r o p e r  t e c h n i q u e  
a r e  n e c e s s a r y  f o r  s a t i s f a c t o r y  p i c t u r e s .
P i c t u r e s  s h o u l d  h a v e  a c e n t e r  o f  i n t e r e s t ,  o u t  t h i s
—A'J.—
d o e s  n o t  n e c e s s a r i l y  mean t h a t  i t  s h o u l d  b e  d e a d  c e n t e r .  A 
s u i t a b l e  r u l e  t o  f o l l o w  f o r  l o c a t i n g  t h e  c e n t e r  o f  i n t e r e s t  
i s  t o  d i v i d e  t h e  p i c t u r e  i n t o  t h i r d s ,  v e r t i c a l l y  and  h o r i ­
z o n t a l l y .  I n  t a k i n g  l a r g e  g r o u p s ,  a  h i g h  c a m e r a  a n g l e  i s  
b e s t  a s  t h i s  w i l l  g i v e  a c l e a r  v i e w  o f  t h e  f a c e s  and  m i n i m i z e  
t h e  b o d i e s  o f  t h e  s u b j e c t s .  G r o u p s  s h o u l d  c o n t a i n  l e s s  t h a n  
f i f t e e n ,  a n d  s i x  i s  p r e f e r r e d .  V/hen t h e  g r o u p  p i c t u r e  i s  
p r i n t e d ,  t h r e e - e i g h t h s  o f  a n  i n c h  i s  a s  s m a l l  a s  a n y  h e a d  
s i z e  s h o u l d  b e .
i l i l l e r  a n d  B r u m n i i t t , i n  T h i s  I s  P h o t o g r a p h y , d e s c r i b e  
c o m p o s i t i o n  a s  f o l l o w s :
A v o i d  h a l v i n g  o f  y o u r  p i c t u r e ,  e i t h e r  v e r t i ­
c a l l y  o r  h o r i z o n t a l l y .  A p i c t u r e  t h a t  " s p l i t s  i n  
t h e  m i d d l e "  t e n d s  t o  l a c k  s t r e n g t h  a n d  i n t e r e s t .
So k e e p  h o r i z o n  l i n e s  a b o v e  o r  b e l o w  t h e  " e q u a t o r "  
o f  y o u r  p i c t u r e  a r e a .
T r y  t o  k e e p  y o u r  m a j o r  i n t e r e s t  o u t  o f  t h e  
d e a d  c e n t e r  o f  y o u r  p i c t u r e .  I t ’ s  a  s t a t i c  s p o t .
I f  t h e r e ’ s  a c t i o n  i n d i c a t e d ,  l e t  i t  l e a d  i n t o  t h e  
p i c t u r e ,  n o t  o u t  o f  i t .
A v o id  c o n f u s i n g  b a c k g r o u n d s .  Many a n  i n f o r m a l  
p o r t r a i t  h a s  b e e n  m a r r e d  by  a  b a c k g r o u n d  w h i c h ,  
f o r  no g o o d  r e a s o n ,  de m an d s  t h e  l i o n ’ s s h a r e  o f  
i n t e r e s t .  U n s i g h t l y  b u i l d i n g s ,  t h e  m o n o t o n o u s  
s i d i n g  o f  a h o u s e ,  a  b a c k g r o u n d  t r e e  o r  p o s t  w h i c h  
a p p e a r s  t o  s p r o u t  f r o m  a  p e r s o n ’ s h e a d  o r  s h o u l ­
d e r s ;  t h e s e  a r e  t h i n g s  t o  w a t c h  a n d  a v o i d .  The 
s k y  i s  a b o u t  t h e  f i n e s t  o f  a l l  b a c k g r o u n d s ,  b e c a u s e  
i t  i s  u n o b t r u s i v e  a n d  i n f i n i t i v e l y  v a r i e d ,  a n d  b e ­
c a u s e  i t  u s u a l l y  f o r c e s  y o u  t o  u s e  a f a i r l y  l o w  
c a m e r a  a n g l e ,  a n  a n g l e  t h a t  g i v e s  y o u r  s u b j e c t s  a  
p s y c h o l o g i c a l  a d v a n t a g e ,  t h e r e b y  g i v i n g  you  a  
b e t t e r  p i c t u r e .
A l l o w  mo re  s p a c e  f o r  y o u r  s u b j e c t s  t o  I o o k  and 
move i n t o  t h a n  o u t  o f .  T h i n k  o f  t h e  s i d e  o f  y o u r  
p r i n t  a s  a w a l l .  P e o p l e  u s u a l l y  p r e f e r  t o  s t a n d  
w i t h  t h e i r  b a c k s  t o  a  w a l l . ^
^Thomas  H. M i l l e r  a n d  Vvyatt  b r u m r . . i t t , T h i s  I s  P h o ­
t o g r a p h y  , ( o a r u e n  C i t y  P u b l i s h i n g  Company ,  New Y o r k ,  1 9 4 5 ) ,  
p .  l ? o .
—A-2 —
A l l  p i c t u r e s  s h o u l d  b e  p r o o f e d  b e f o r e  p r i n t i n g ,  a s  
t h i s  w i l l  g i v e  t h e  p h o t o g r a p h e r  a n  i d e a  o f  how t o  " c r o p "  t h e  
p i c t u r e  w h e n  e n l a r g i n g  i t .  T h u s  c r o p p i n g  m a ke s  i t  p o s s i b l e  
t o  e n l a r g e  a  g r o u p  p i c t u r e  t o  e m p h a s i z e  t h e  a r e a  o f  i n t e r ­
e s t ,  C r o p p i n g  c a n  h a v e  d i s a s t r o u s  r e s u l t s ,  e s p e c i a l l y  i f  
a n y t h i n g  i s  e l i m i n a t e d  t h a t  w o u l d  make t h e  p i c t u r e  more 
i n t e r e s t i n g  o r  t h a t  w o u l d  b e  a v i t a l  p a r t  o f  i t .  I f  s p a c e  
w o n ’ t  p e r m i t  t h e  f e e t ,  c r o p  t h e  p i c t u r e  a b o v e  t h e  d r e s s  
h e m l i n e .  C r o p p i n g  p i c t u r e s  a t  p o i n t s  w h e r e  t h e  b o d y  b e n d s  
i s  p o o r  t e c h n i q u e .  E v e n n e s s  o f  o v e r - a l l  t o n e  i n  a l l  p i c t u r e s  
p l a c e d  o n  a  s i n g l e  p a g e  i s  n e c e s s a r y .  I f  b o t h  d a r k  a nd  
l i g h t  p i c t u r e s  a r e  p l a c e d  on t h e  same p a g e ,  s h a r p n e s s  o f
b o t h  w i l l  b e  l o s t ,  a s  a n  a v e r a g e  w i l l  be  t a k e n  by t h e  p u b ­
l i s h e r ’ s  r e p r o d u c t i o n  c a m e r a .
Many v a r i e t i e s  o f  p i c t u r e s  c a n  b e  t a k e n  b y  t h e  
p h o t o g r a p h y  e d i t o r  w i t h  s u c c e s s .  P o r t r a i t s ,  d i v i s i o n  p a g e s ,  
a n d  o t h e r  k e y  p i c t u r e s  s h o u l d  b e  d o n e  b y  a  c o m m e r c i a l  p h o ­
t o g r a p h e r  who i s  a  member  o f  t h e  N a t i o n a l  A s s o c i a t i o n  o f
S c h o o l  P h o t o g r a p h e r s .
A m a t e u r s  s h o u l d  r e v i e w  t h e  e s s e n t i a l  s k i l l s  f o r  p l e a s ­
i n g  p i c t u r e s ,  n a m e l y ,  ( 1 )  s h a r p  f o c u s i n g ,  ( 2 )  c o r r e c t  e x ­
p o s u r e ,  ( 3 )  p r o p e r  s h u t t e r  s p e e d  t o  " s t o p "  a c t i o n ,  (4 )  u s e  
o f  f i l t e r s  t o  r e n d e r  t h e  s k y  d a r k e r  a n d  p i c k  up c l o u d  f o r m a ­
t i o n s ,  ( 3 )  l i g h t i n g ,  ( 6 )  s u b j e c t  m a t t e r ,  ( 7 )  a c t i o n ,  ( £ )  p o s ­
i n g  o f  s u b j e c t ,  ( 9 )  s e l e c t i o n  o f  a n  i n t e r e s t i n g  s e t t i n g ,
( 1 0 )  p e r s p e c t i v e ,  ( 1 1 )  c a m e r a  c o n t r o l ,  a n d  ( 1 2 )  s e l e c t i o n  o f
— —
f i l m .
Some u n i f o r m i t y  s h o u l d  be a t t a i n e d  i n  t h e  m a n n e r  o f  
d r e s s  i n  i n d i v i d u a l  p i c t u r e s ,  a n d  a l l  h e a d  s i z e s  s h o u l d  be 
t h e  same i n  c o m p o s i t e  p a n e l s  and  pa^ e  s e r i e s .  B a c k g r o u n d s  
s h o u l d  h a v e  t h e  same u n i f o r m  t o n e  and n e v e r  be  m o t t l e d .
D a r k e r  c l o t h e s  p r o v i d e  a  b e t t e r  c o n t r a s t  w i t h  t h e  b a c k g r o u n d .  
A l l  p o r t r a i t s  s h o u l d  b e  f u l l  f a c e  v i e w s  a n d  n o t  g l a m o u r  
p o s e s .
T h e r e  s h o u l d  b e  some u n i f o r m i t y  i n  d r e s s  i n  g r o u p  
p i c t u r e s  b e c a u s e  a n  a s s o r t m e n t  v f i l l  n e v e r  l o o k  g o o d .  Com­
p a c t n e s s  i n  a r r a n g e m e n t  o f  t h e  g r o u p  w i l l  p r o d u c e  l a r g e r  
f a c e s  i n  t h e  p i c t u r e  b y  p e r m i t t i n g  t h e  p h o t o g r a p h e r  t o  t a k e  
t h e  p i c t u r e  a t  c l o s e r  r a n g e .  I f  t h e  g r o u p  t o  be t a k e n  i s  
p l a c e d  e i g h t  o r  t e n  f e e t  f r o m  a  b u i l d i n g  o r  w a l l ,  t h e  s h a d o w s  
c a s t  w i l l  be  l e s s  c o n s p i c u o u s .  M o t t l e d  l i g h t i n g  p r o d u c e s  
w e i r d  e f f e c t s  w h i l e  d i r e c t  l i g h t i n g  w i l l  c a u s e  s q u i n t i n g .
I n f o r m a l  p i c t u r e s  t h a t  show a c t i o n  o r  p r e t e n d e d  a c t i o n  
a r e  b e t t e r  t h a n  f o r m a l  l i n e - u p s .  P r e t e n d e d  a c t i o n  g i v e s  
l i f e  a n d  i n t e r e s t  t o  a  p i c t u r e .  I f  a  f o r m a l  p i c t u r e  m u s t  be 
t a k e n ,  t h e  b e s t  a r r a n g e m e n t  p l a c e s  t h e  t a l l e s t  p e o p l e  i n  t h e  
c e n t e r .  When a  s t u d e n t  c a m e r a m a n  i s  s e n t  o u t  on  an  a s s i g n ­
m e n t ,  s o m e o n e  f r o m  t h e  s t a f f  s h o u l d  a c c o m p a n y  h i m  t o  h e l p  
p o s e  t h e  s u b j e c t s . The g r o u p  s h o u l d  f o c u s  i t s  a t t e n t i o n  on 
o n e  s p o t ,  b u t  n o t  on t h e  c a m e r a .  Tne p h o t o g r a p h e r  s h o u l d  
g e t  a s  c l o s e  t o  t h e  s u b j e c t  a s  p o s s i b l e  b e f o r e  t a k i n g  t h e  
p i c t u r e .  P i c t u r e s  t h a t  w i l l  show t h e  r e a d e r  w h a t  p e o p l e  a r e
—4/f­
a c t u a l l y  d o i n ^  w i l l  c o n t r i b u t e  much t o  t h e  s u c c e s s  o f  t h e  
a n n u a l .
P i c t u r e s  s h o u l d  b e  h a n d l e d  w i t h  c a r e  a n d  s t o r e d  so 
t h a t  t h e  e m u l s i o n  w i l l  n o t  b ec o m e c r a c k e d .  The b a c k  o f  p i c ­
t u r e s  s h o u l d  n e v e r  b e  w r i t t e n  on  w i t h  a h a r d  l e a d  p e n c i l  a s  
t h i s  w i l l  a l s o  r u i n  t h e  e m u l s i o n ,  so  a  v e r y  s o f t  l e a d  p e n c i l  
i s  a d v i s a b l e  f o r  m a r k i n g  p h o t o g r a p h s .  N e g a t i v e s  s h o u l d  be  
s t o r e d  i n  s e p a r a t e  e n v e l o p e s  a n d  f i l e d  f o r  f u t u r e  u s e .
P r i n t s  s h o u l d  be  o f  t o n e s  o f  b l u e - b l a c k  a s  o f f - c o l o r s  
p r o d u c e  muddy r e p r o d u c t i o n s ,  a n d  t h o s e  s u b m i t t e d  s h o u l d  b e  
l a r g e  e n o u g h  f o r  p u b l i s h e r  c r o p p i n g .  C o n t a c t  p r i n t s  s h o u l d  
n o t  b e  u s e d  a n d  when e n l a r g i n g  a p r i n t ,  u n i n t e r e s t i n g  b a c k ­
g r o u n d s  a n d  f o r e g r o u n d s  s h o u l d  be e l i m i n a t e d .  To e n l a r g e  a 
p o o r  n e g a t i v e  s u c c e s s f u l l y  i s  a l m o s t  i m p o s s i b l e ,  y e t  i t  c a n  
be  r e d u c e d  s a t i s f a c t o r i l y .
T h e r e  c a n  be m o re  t h a n  o n e  way f o r  g i r l s  t o  p r e p a r e  
f o r  p o r t r a i t s ,  b u t  t h e  f o l l o w i n g  s u g g e s t i o n s  may b e  h e l p f u l :
( 1 )  w e a r  h a i r  i n  s o f t ,  f l a t t e r i n g  s t y l e  t h a t  i s  b e c o m i n g ,
( 2 )  p i c k  a  m o s t  b e c o m i n g  o f f - t h e - t h r o a t  n e c k l i n e  d r e s s ,  ( 3 )  
v /e a r  o n l y  o n e  o r  two a p p r o p r i a t e  p i e c e s  o f  j e w e l r y ,  ( 4 )  u s e  
a  medium o r  l i g h t  s h a d e  o f  l i p s t i c k : , f o l l o w i n g  t h e  n a t u r a l  
o u t l i n e  o f  l i p s ,  ( 5 )  u s e  a  m a k e - u p  f o u n d a t i o n  t h a t  i s  
s l i g h t l y  o i l y  a s  t h i s  w i l l  g i v e  i n t e r e s t i n g  h i g h l i g h t s  on 
t h e  f a c e ,  ( 6 )  u s e  m a s c a r a  t o  make l a s h e s  seem l o n g e r  and 
h e a v i e r ,  ( 7 )  b r u s h  e y e b r o w s  i n t o  a  s m o o t h  l i n e ,  ( c )  m a n i c u r e  
h a n d s  w e l l  i f  t h e y  a r e  t o  s h o w , ( 9 )  be s u r e  t h a t  t h e  d r e s s
- 4 5 -
c o l l a r  i s  s t r a i g h t  a n d  t h a t  c l o t h e s  a n d  h a i r  a r e  s m o o t h ,
( S e e  A p p e n d i x e s  3C,  p a g e  125 a n d  I F ,  p a g e  13 0*)
C o p y , c a p t i o n s , h e a d l i n e s . a n d  i d e n t i f i c a t i o n s , Many 
y e a r b o o k  f a i l u r e s  a r e  d u e  t o  t h e  i n e f f e c t i v e  u s e  o f  c o p y .
A l l  p i c t u r e s ,  u n l e s s  d i v i s i o n  p a g e s  o r  mob s c e n e s ,  s h o u l d  be  
s u p p l e m e n t e d  w i t h  i d e n t i f i c a t i o n s ,  c a p t i o n s ,  o r  c o p y  w h i c h  
i s  u s e d  t o  f u r t h e r  a  b e t t e r  u n d e r s t a n d i n g  o f  t h e  s t o r y  t h a t  
t h e  p i c t u r e  i s  t r y i n g  t o  t e l l .  Copy s h o u l d  t e l l  t h e  c o m p l e t e  
s t o r y ,  i n t e r p r e t  t h e  p i c t u r e ,  b e  t o l d  i n  t h e  t h i r d  p e r s o n ,  
a n d  r e p o r t  f a c t s .  Comments  s h o u l d  b e  i n  t h e  p a s t  t e n s e  a n d  
be  f r e e  f r o m  ’' c o r n y ” a n d  " t r i t e ” e x p r e s s i o n s .  The c h o i c e  o f  
s i m p l e  w o r d s  i s  i m p o r t a n t .  The u s e  o f  weak a d j e c t i v e s  s u c h  
a s ,  goo d  a n d  b i g ,  s h o u l d  be s h u n n e d ,  s u p e r l a t i v e s  s h o u l d  be 
u s e d  w i t h  c a u t i o n ,  a n d  a d j e c t i v e s  s h o u l d  be  s u p p l e m e n t e d  
w i t h  a c t i o n - p a c k e d  v e r b s .
P a r a g r a p h s  s h o u l d  b e  s h o r t  a n d  c l e a r  a n d  be i n t r o ­
d u c e d  w i t h  a  s e n t e n c e  t h a t  c a r r i e s  t h e  m o s t  i m p o r t a n t  i d e a  
t o  b e  e x p r e s s e d .  The f i r s t  p a r a g r a p h  o f  a n y  a r t i c l e  s h o u l d  
t e l l  who ,  w h a t ,  w h e r e ,  w h e n ,  how,  a n d  why ; a n d  s t a r t  w i t h  
t h e  m o s t  i m p o r t a n t  f a c t o r  i n  t h e  s t o r y .  A l l  f o l l o w i n g  p a r a ­
g r a p h s  s h o u l d  c o n t a i n  t h e  d e t a i l s .  O p i n i o n a t e d  r e m a r k s ,  and  
m e a n i n g l e s s  a n d  s u g g e s t i v e  e x p r e s s i o n s  d e t r a c t  f r o m  c o p y .  
C r e d i t  s h o u l d  be  g i v e n  t h e  s o u r c e  f r o m  w h i c h  t h e  f a c t s  w e r e  
o b t a i n e d .  R e a d e r s  a r e  i n t e r e s t e d  i n  c o r r e c t  n a m e s ,  i n  t h e  
w h o l e  s t o r y ,  a n d  i n  t h e  h i g h l i g h t s  o f  e v e r y  s c h o o l  a f f a i r
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t h a t  t a k e s  p l a c e .
Copy w r i t e r s  m u s t  h a v e  c r e a t i v e  a b i l i t y ,  be c r i t i c a l  
o f  t h e i r  own w o r k ,  a n d  r e m a i n  u n p r e j u d i c e d  i n  t h e i r  r e p o r t ­
i n g .
C a p t i o n s , C a p t i o n s  e x p l a i n  t h e  s t o r y  t h a t  t h e  p i c t u r e  
t e l l s .  T h e y  s h o u l d  be b r i e f ,  i n f o r m a t i v e ,  u n b i a s e d ,  and  be 
c a r e f u l l y  p l a c e d  r e l a t i v e  t o  t h e  p i c t u r e  w h i c h  t h e y  s u p p l e ­
m e n t .  A c u t - l i n e  c a p t i o n  t a k e s  up l i t t l e  m o r e  s p a c e  t h a n  a 
l a b e l  c a p t i o n  a n d  g i v e s  a m o r e  d e t a i l e d  e x p l a n a t i o n  m a k i n g  
t h e  c u t - l i n e  c a p t i o n  m or e  d e s i r a b l e .
H e a d l i n e s . H e a d l i n e s  m u s t  b e  m e a n i n g f u l  t o  a l l  r e a d ­
e r s  a n d  s h o u l d  c o n t a i n  n o u n s  a n d  a c t i o n  v e r b s ,  e i t h e r  e x ­
p r e s s e d  o r  i m p l i e d .  H e a d l i n e s  s h o u l d  n o t  be  m e r e  l a b e l s ,  
b u t  s h o u l d  t e l l  t h e  t r u e  s t o r y .  A f e w  s u g g e s t i o n s  f o r  w r i t ­
i n g  h e a d l i n e s  a r e ,  n a m e l y :  v e r b s  o r  p r e p o s i t i o n a l  p h r a s e s
m u s t  n o t  b e  s p l i t ,  b u t  s h o u l d  a p p e a r  on  t h e  same l i n e ;  " a " , 
" a n " , a n d  " t h e "  s h o u l d  b e  o m i t t e d  f r o m  a l l  h e a d l i n e s ,  a n d  a 
v/ord s h o u l d  a p p e a r  o n l y  o n c e  i n  t h e  same h e a d i n g .
I d e n t  i f i c a t i o n s . I d e n t i f i c a t i o n s  m u s t  c o n t a i n  f u l l  
n a m e s  i f  s p a c e  p e r m i t s ;  o t h e r w i s e  t h e  i n i t i a l  o f  t h e  f i r s t  
name and  t h e  f u l l  l a s t  name s h o u l d  b e  g i v e n .  The u s e  o f  
n i c k n a m e s  i s  i n  p o o r  t a s t e  and  s h o u l d  n o t  a p p e a r  i n  i d e n t i ­
f i c a t i o n s ,  A l l  p e o p l e  i n  p i c t u r e s  s h o u l d  be i d e n t i f i e d  w i t h  
t h e  e x c e p t i o n  o f  m a s s  g r o u p i n g  w h e r e  t h i s  w o u l d  be i m p o s s i b l e
—47—
T y p o g r a p h y . L a y o u t s  s h o u l d  h a v e  b a l a n c e ,  h a r m o n y ,  
a n d  c o n t r a s t .  T h i s  n e c e s s i t a t e s  a c o n t i n u i t y  o f  t h e  t y p e  
f a c e s  w h i c h  a r e  t o  be u s e d  i n  t h e  l a y o u t .  A l l  t y p e  s h o u l d  
r u n  h o r i z o n t a l l y  a n d  be  l e g i b l e  r a t h e r  t h a n  o r n a t e .  L y d i a n  
C u r s i v e  i s  a n  a r t i s t i c  t y p e  f a c e  s u i t a b l e  f o r  h e a d i n g s ,  
s h o u l d  b e  u s e d  i n  t h i r t y - s i x  p o i n t  t y p e ,  a n d  i s  h a n d - s e t .  
Copy s h o u l d  be a b o u t  t e n  o r  t w e l v e  p o i n t ,  m a c h i n e - s e t  t y p e .  
Memphis  c a p s  a n d  l o w e r  c a s e  i s  a  p o p u l a r  f a c e .  C a p t i o n s  
s h o u l d  b e  i n  b o l d  f a c e  a n d  i n  t h e  same s t y l e  a s  c o p y , a n d  
e i g h t  t o  t e n  p o i n t  i s  a  g o o d  s i z e .  I d e n t i f i c a t i o n s  s h o u l d  
b e  i n  l i g h t  f a c e ,  t h e  same s t y l e  a s  c o p y ,  a n d  i n  s i x  t o  
e i g h t  p o i n t  t y p e .  T h e r e  s h o u l d  be two  t o  f o u r  p o i n t s  o f  
l e a d i n g  b e t w e e n  l i n e s .  I f  t h e  a r e a  t o  b e  f i l l e d  i s  t h i r t y  
p i c a s  i n  l e n g t h ,  tw o  c o l u m n s  m u s t  be  u s e d  r a t h e r  t h a n  o n e .  
T h e  p a g e  t h a t  f o l l o w s  i l l u s t r a t e s  d i f f e r e n t  s t y l e s  a n d  s i z e s  
o f  b o t h  h a n d - s e t  a n d  m a c h i n e - s e t  t y p e  f a c e s .  T h i s  p a g e  was  
r e p r o d u c e d  w i t h  t h e  p e r m i s s i o n  o f  t h e  W e w sf o t o  P u b l i s h i n g  
Company o f  San  A n g e l o ,  T e x a s  a n d  r e p r e s e n t s  p a g e  t h i r t e e n  
o f  Y o u r  Y e a r b o o k .
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C o n t e n t  s . The c o n t e n t s  o f  t-be y e a r b o o k  m u s t  f o i l  ow a 
b a s i c  p a t t e r n  f o r  p e r m a n e n t  q u a l i t y .  T h i s  i s  a q u e s t i o n  o f  
f o r m  a n d  n o t  o f  d e s i g n .  I f  t h e  c o n t e n t s  f o l l o w  t h e  t r a d i ­
t i o n a l  f o r m ,  a  v a r i e t y  o f  i n t r o d u c t o r y  p a g e s  w i l l  p r e f a c e  
t h e  b o o k  a n d  be  f o l l o w e d  b y  s e c t i o n s  on a d m i n i s t r a t i o n ,  
s e n i o r s ,  u n d e r g r a d u a t e s ,  a t h l e t i c s ,  a c t i v i t i e s ,  s c h o o l  l i f e ,  
a u t o g r a p h s ,  a n d  a d v e r t i s e m e n t s .  The t r a d i t i o n a l  fo rm i s  v ; e l l  
e s t a b l i s h e d  a n d  i s  a c c e p t e d  a s  s u i t a b l e  m a k e - u p  h a v i n g  t h e  
a d v a n t a g e  o f  m a k i n g  i t  p o s s i b l e  t o  q u i c k l y  c l a s s i f y  a n d  
p l a c e  a l l  m a t e r i a l s  i n  t h e  p r o p e r  s e c t i o n .  The p l a n n i n g  o f  
t h e  dummy a n d  k e e p i n g  w i t h i n  t h e  b u d g e t  a r e  f a c i l i t a t e d  by  
u s i n g  t h e  t r a d i t i o n a l  a r r a n g e m e n t .
I f  t h e  f o r m a t  i s  t o  f o l l o w  t h e  n a r r a t i v e  a r r a n g e m e n t ,  
m ore  o r i g i n a l i t y  i s  p o s s i b l e  a s  t h e  book  t e l l s  t h e  s t o r y  o f  
t h e  d a y - b y - d a y  h a p p e n i n g s  o f  a  s c h o o l  y e a r .  T h e r e  i s  no s e t  
s y s t e m  a s  i t s  a r r a n g e m e n t  may be c h r o n o l o g i c a l  o r  s e a s o n a l ,  
w i t h  no d i v i s i o n s  n e c e s s a r y ,  b u t  c l a s s  s e c t i o n s  a r e  u s u a l l y  
t o g e t h e r .  T h i s  " s o - c a l l e d ” a r r a n g e m e n t  p r e s e n t s  o r g a n i z a t i o n  
a n d  f i n a n c i a l  p r o b l e m s .
F o r  t h e  p u r p o s e  o f  d i s c u s s i o n  o f  tht= v a r i o u s  s e c t i o n s ,  
t h i s  p a p e r  w i l l  f o l l o w  t h e  t r a d i t i o n a l  a r r a n g e m e n t .  The 
i n t r o d u c t o r y  p a g e s  u s u a l l y  i n c l u d e  t h e  f o l l o w i n g :  t i t l e
p a g e ,  d e d i c a t i o n ,  f o r e w o r d ,  t a b l e  o f  c o n t e n t s ,  and e x t e r i o r  
v i e w s  o f  t h e  b u i l d i n g s ,  a n d  laay c o n t a i n  o t h e r  p a g e s  s u c h  a s  
a t h e m e  p a g e ,  s u b - t i t l e  p a g e ,  o r  c o p y r i g h t  p a g e .  Tns p u r p o s t i
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i s  t o  i n t r o d u c e  t h e  book t o  t h e  r e a d e r  a n d  p o i n t  up t h e  
t h e m e  i d e a ,  a n d  s h o u l d  c o n t a i n  o u t s t a n d i n g ^  p h o t o g r a p h y  and 
be  i m p r e s s i v e .
I n t r o d u c t o r y  s e c t i o n . The t i t l e  p a g e  s h o u l d  be o ne  
o f  t h e  f i r s t  p a g e s  o f  t h e  b o o k ,  s h o u l d  u s e  p l e a s i n g  a n d  a p ­
p r o p r i a t e  i l l u s t r a t i v e  m a t e r i a l , a n d  c a r r y  t h e  th e m e i d e a  
w i t h o u t  b e i n g  c r o w d e d  o r  c l u t t e r e d .  T h i s  p a g e  s h o u l d  g i v e  
t h e  name o f  t h e  y e a r b o o k ,  s c h o o l ,  c i t y ,  s t a t e ,  y e a r ,  and  
v o l u m e  n u m b e r ,  a n d  i s  a n  a b s o l u t e  m u s t  i n  e v e r y  b o o k .
The t a b l e  o f  c o n t e n t s  p a g e  s h o u l d  i l l u s t r a t e  t h e  theme  
a r t i s t i c a l l y  a n d  l i s t  t h e  m a j o r  d i v i s i o n s  o f  t h e  boon a n d  
t h e  p a g e  n u m b e r s  o f  e a c h .  T h i s  w o u ld  p r o b a b l y  be t h e  l a s t  
p a g e  i n  t h e  i n t r o d u c t o r y  s e c t i o n .  Bo ok s  w i t h  l e s s  t h a n  s i x t y  
images u s u a l l y  do  n o t  c o n t a i n  a t a b l e  o f  c o n t e n t s  p a g e .
The s c h o o l  y e a r b o o k  i s  u s u a l l y  d e d i c a t e d  t o  an  i n d i ­
v i d u a l  o r  g r o u p  b e c a u s e  o f  n o t e w o r t h y  c h a r a c t e r i s t i c s .  The 
d e d i c a t i o n  p a g e  u s u a l l y  c o n t a i n s  s u i t a b l e  p h o t o g r a p h s  and  an  
a p p r o p r i a t e  m e s s a g e  t o  t h e  h o n o r e d .
The  f o r e w o r d  i s  a  p r e f a c e  t o  t h e  book  s t a t i n g  t h e  a im 
o r  p u r p o s e  f o r  i t s  p r o d u c t i o n  and  o f t e n  e x t e n d s  g r a t i t u d e  t o  
t h o s e  c o n t r i b u t i n g  t o  i t s  s u c c e s s .  T h i s  p a g e  u s u a l l y  c a r r i e s  
i l l u s t r a t i v e  m a t e r i a l  r e l a t i v e  t o  t h e  t h e m e .
Trie th e m e p a g e  i s  i l l u s t r a t e d  w i t h  a  p h o t o g r a p h  
o r  a r t i s t * s  s k e t c h  d e p i c t i n g  t h e  c e n t r a l  i d e a  t h a t  t h e  book  
w i l l  f o l l o w .  The s t a t e m e n t  o f  t h e  t h e m e  and  p e r t i n e n t  f a c t s  
a n d  i n f  o i ' i i i a t i o n  a b o u t  i t  w i l l  be  f o u n d  on t h i s  p a g e .
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The v i e w  s e c t i o n  o r d i n a r i l y  i s  a  d o u b l e  p a g e  s p r e a d  
o f  e x t e r i o r  s h o t s  o f  t h e  s c h o o l  b u i l d i n g s  a n d  g r o u n d s  and  
s h o u l d  be i m p r e s s i v e  and i n t e r e s t i n g .  The y  s h o u l d  c r e a t e  
d r a m a t i c  a p p e a l  and  b e  l a r g e  i n  s i z e ,  a n a  a r e  e s s e n t i a l  s i n c e  
t h e y  p r o v i d e  a  s u i t a b l e  s e t t i n g  f o r  t h e  s t o r y  o f  t h e  y e a r .
The a d m i n i s t r a t i v e  s e c t i o n . T h i s  s e c t i o n  s h o u l d  be  
d i g n i f i e d ,  b u t  n o t  d u l l ,  a n d  s h o u l d  c o n t a i n  p o r t r a i t s  o f  t h e  
f a c u l t y  w i t h  names  a n d  c o l l e g e  d e g r e e s .  Some s c h o o l s  i n c l u d e  
s u b j e c t s  t a u g h t  a n d  a c t i v i t i e s  s p o n s o r e d  b y  members  o f  t h e  
f a c u l t y .  I n  t h i s  s e c t i o n  may be f o u n d  m e s s a g e s  f r o m  t h e  a d ­
m i n i s t r a t i v e  o f f i c e r s ,  i n c l u d i n g  t h e  b o a r d  o f  e d u c a t i o n .  
P i c t u r e s  o f  d e p a r t m e n t a l  a c t i v i t i e s  s h o u l d  b e  g i v e n  s p a c e  
s i n c e  t h e y  p o r t r a y  t e a c h e r s  a n d  s t u d e n t s  w o r k i n g  i n  h a r m o n y .  
T h i s  s e c t i o n  o f t e n  i n c l u d e s  t h e  j a n i t o r s ,  s c h o o l  n u r s e ,  and  
o f f i c e  h e l p .
C l a s s  s e c t i o n s . C l a s s  s e c t i o n s  a r e  u s u a l l y  i n t r o ­
d u c e d  w i t h  t h e  s e n i o r  s e c t i o n .  E a c h  s e c t i o n  i n  t u r n  i s  
i n t r o d u c e d  w i t h  a  p a g e  d e a l i n g  w i t h  c l a s s  o f f i c e r s  and  s p o n ­
s o r ,  o r  a  p h o t o - m o n t a g e ,  w h i c h  i s  a c o m p o s i t e  o f  c l a s s  
a c t i v i t i e s .  The  n e x t  p a g e s  a r e  p a n e l s  o f  s e n i o r  p o r t r a i t s .  
T h e s e  s h o u l d  e x h i b i t  u n i f o r m i t y  i n  h e a d  s i z e s ,  and  f r o n t  
v i e w s  a r e  p r e f e r r e d .  T h e s e  f o r m a l  p o r t r a i t s  a r e  m o s t  im ­
p o r t a n t  t o  t h e  i n d i v i a u a l  s t u c e n t . I f  t h e y  a r e  done  by t h e  
same p h o t o g r a p h e r ,  t h e y  w i l l  h a v e  l i k e n e s s  o f  b a c k g r o u n d  and 
f a . c i a l  t o n e s .  The t r a d i t i o n a l  copy t h a t  a c c o m p a n i e s  t h e
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p i c t u r e  i n c l u d e s  t h e  name o f  t h e  s t u d e n t  an d  t h e  o r , ^ a n i z s -  
t i e n s  w i t h  w h i c h  h e  was  a f f i l i a t e d ,  d y s t e r r i a t i c  a r r a n g e m e n t  
i s  i m p o r t a n t .
The  s e c t i o n  on u n d e r c l a s s m e n  f o l l o w s  a  s i m i l a r  p a t ­
t e r n ,  b u t  h e a d  s i z e s  a r e  s om e w hat  s m a l l e r ,  v / i t h  p i c t u r e s  
b e i n g  m e r e l y  i d e n t i f i e d .  A s m a l l  c a r t o o n  p l a c e d  a t  t h e  o u t e r  
e d g e  o f  e a c h  d o u b l e  s p r e a d  a d d s  i n t e r e s t .  To r e l i e v e  m o n o t ­
o n y ,  e a c h  s e c t i o n  s h o u l d  h a v e  a  d i f f e r e n t  d e s i g n  o f  l a y o u t .
S c h o o l  l i f e . The s e c t i o n s  d e a l i n g  w i t h  a t h l e t i c s ,  
a c t i v i t i e s ,  a n d  s c h o o l  l i f e  r e q u i r e  a c t i o n  o r  d r a m a t i z e d  
p i c t u r e s .  T h e y  a r e  more  i n t e r e s t i n g  t h a n  p o r t r a . i t s . T h e s e  
s e c t i o n s  p r o b a b l y  w i l l  c o n t a i n  more  copy t h a n  a n y  o f  t h e  
o t h e r s .  Names o f  s p o n s o r s  a n d  o f f i c e r s ,  and  o t h e r  i m p o r t a n t  
d e t a i l s  o f  a c c o m p l i s h m e n t s  a r e  n e c e s s a r y  i n  t h e  copy  t o  g i v e  
f u l l  a p p r e c i a t i o n  t o  a n  e x c e l l e n t  p h o t o g r a p h  o f  a n y  c l u b .  
T h e r e  s h o u l d  be  a  b a s i c  c o v e r a g e  o f  a l l  o r g a n i z a t i o n s  and 
t h e i r  d a y - b y - d a y  a c t i v i t i e s .  S p o r t s  s h o u l d  n o t  be o v e r ­
s t r e s s e d  a t  t h e  e x p e n s e  o f  o t h e r  s e c t i o n s ,  and  r e c o r d s  o f  
a c h i e v e m e n t  s h o u l d  s p e a k  f o r  t h e m s e l v e s .
A u t o g r a p h s . The a u t o g r a p h  s e c t i o n  g i v e s  s t u d e n t s  a n  
o p p o r t u n i t y  t o  g e t  a c q u a i n t e d  and  p r o m o t e s  s o c i a b i l i t y .
T h i s  p e r s o n a l i z e d  s e c t i o n  i s  o n e  o f  t h e  m o s t  c h e r i s h e d  i n  
t h e  b o o k .  many p u b l i s h i n g  c o m p a n i e s  t h a t  o f f e r  sumirier and  
f a l l  d e l i v e r y  now h a v e  a n  i n d i v i d u a l  l o o s e  l e a f  s e c t i o n  
w h i c h  t h e y  s e n d  o u t  i n  t h e  s p r i n g  o f  t h e  y e a r .  A u t o g r a p h s
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c a n  b e  s e c u r e d  a n d  b o u n d  i n t o  t h e  b o o k  a t  t h e  t i m e  o f  p u b l i ­
c a t i o n .
A d v e r t i s e m e n t s * A d v e r t i s i n g  i s  a n y  f o r m  o f  a n n o u n c e ­
m e n t  t h a t  w i l l  a i d  i n  t h e  s a l e  o f  c o m m o d i t i e s .  A d v e r t i s i n g  
i s  t h e  show window t h r o u g h  w h i c h  i n t e r e s t e d  b u y e r s  m i g h t  
v i e w  t h e  s t o c k  i n  t r a d e .  Y e a r b o o k  a d v e r t i s i n g  i s  done  t h r o u g h  
b o o s t e r  l i s t s ,  s p o n s o r e d  p a g e s ,  d i s p l a y  a d v e r t i s i n g ,  an d  p i c ­
t o r i a l  a d v e r t i s i n g .  I n  p i c t o r i a l  a d v e r t i s i n g ,  s t u d e n t s »  
p h o t o g r a p h s  a p p e a r  i n  t h e  a d v e r t i s e m e n t  p i c t u r e .  The t y p e  
o f  g o o d s  o r  s e r v i c e s  h a n d l e d  b y  t h e  a d v e r t i s e r  w i l l  d e t e r m i n e  
w h a t  s t u d e n t s  s h o u l d  a p p e a r  i n  t h e  p i c t u r e .  S t u d e n t s  e x a m i n e ,  
m o d e l ,  a n d  u s e  t h e  g o o d s  o f  t h e  m e r c h a n t  w h i l e  t h e  p i c t u r e  i s  
b e i n g  t a k e n .  The n a m e s  o f  t h e  s t u d e n t s  a n d  a d v e r t i s e r  a r e  
w r i t t e n  i n t o  a  s u i t a b l e  c a p t i o n  t o  a c c o m p a n y  t h e  p i c t u r e .
T h i s  i s  t h e  p r e f e r r e d  t y p e  o f  a d v e r t i s i n g  a s  i t  h a s  more  
r e a d e r  i n t e r e s t ,  b u t  i s  s o l d  a t  a  h i g h e r  r a t e  t h a n  a n y  o f  
t h e  o t h e r  t y p e s  b e c a u s e  o f  t h e  c o s t  o f  t h e  p h o t o g r a p h e r .  The 
s m a l l e s t  s p a c e  t h a t  s h o u l d  be  u s e d  f o r  p i c t o r i a l  a d v e r t i s i n g  
i s  t h e  o n e - s i x t h  p a g e  a d v e r t i s e m e n t .  The t o p  p o s i t i o n  o n  
t h e  r i g h t  h a n d  p a g e  i s  c o n s i d e r e d  t h e  p r e f e r r e d  p o s i t i o n  a n d  
s h o u l d  b e  g i v e n  t o  a  d i f f e r e n t  m e r c h a n t  e a c h  y e a r .  C o m p e t i ­
t i v e  f i r m s  s h o u l d  n o t  be  p l a c e d  on f a c i n g  p a g e s .
O t h e r  s e c t i o n s . Many b o o k s  c a r r y  s n a p s h o t  s e c t i o n s  
t o  p o r t r a y  s t u d e n t  l i f e .  T h e s e  a r e  n o t  t h e  s m a l l  i n d i s t i n c t  
s n a p s h o t s  o f  i n d i v i d u a l s ,  b u t  a r e  g o o d - s i z e d  a c t i o n  p i c t u r e s
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s h o w i n g  e v e n t s  a n d  p e r s o n a l i t i e s .  S n a p s  s h o u l d  be  u s e d  i n  a  
r e c t a n g u l a r  s h a p e ,  c r o p p e d  t o  e l i m i n a t e  u n d e s i r a b l e  f e a t u r e s ,  
a n d  m u s t  b e  i n f o r m a l ,  c l e a r ,  s h a r p ,  a n d  o f  e v e n  t o n e .  They 
m u s t  a l l  b e  i d e n t i f i e d  w i t h  a  c u t - l i n e  c a p t i o n  o r  s u i t a b l e  
c o p y ,  a n d  n o n e  s m a l l e r  t h a n  two a nd  o n e - h a l f  by f o u r  i n c h e s  
s h o u l d  b e  u s e d .
The f e a t u r e  s e c t i o n  i s  t h e  h i g h l i g h t  o f  t h e  mo re  e x ­
p e n s i v e  b o o k s .  T h i s  s e c t i o n  u s u a l l y  c a r r i e s  b l e e d  p a g e s ,  
t h a t  i s ,  f u l l  p a g e  g l a m o u r  p o s e s .  The p i c t u r e s  m u s t  be  a t ­
t r a c t i v e  a nd  i n t e r e s t i n g  a n d  t e l l  t h e i r  own s t o r y  a s  l i t t l e  
e x p l a n a t o r y  c o p y  i s  u s e d .
D i v i s i o n  p a g e s . D i v i s i o n  p a g e s  f o r m  t h e  n u c l e u s  
a r o u n d  w h i c h  m o s t  y e a r b o o k s  a r e  w o v e n .  They  s e t  t h e  s t a g e  
f o r  t h e  f o l l o w i n g  s e c t i o n s ,  h e l p  c a r r y  o u t  t h e  t h e m e  o f  t h e  
b o o k ,  a n d  g i v e  t h e  b o o k  c h a r a c t e r  a n d  i n d i v i d u a l i t y .  T he y  
a r e  e x t r e m e l y  i m p o r t a n t  a n d  s h o u l d  r e f l e c t  t h e  h i g h e s t  q u a l ­
i t y  o f  a r t  w o r k  o r  p h o t o g r a p h y .  T h e y  a r e  commonly b l e e d  
p a g e s .  Llany s c h o o l s  u s e  ^^canned" d i v i s i o n  p a g e s  p r o d u c e d  by 
y e a r b o o k  c o m p a n i e s .  T h i s  i s  a  c h e a p  way t o  a c q u i r e  t h e m ,  
b u t  o r i g i n a l i t y  i s  l o s t .  The C a l i f o r n i a  A r t  a n d  E n g r a v i n g  
Company p r o d u c e s  d i v i s i o n  p a g e s  f o r  s c h o o l s  w h i c h  n e e d  t h i s  
s e r v i c e . ^  T h e y  a s s u r e  t h e i r  p u r c h a s e r s  t h a t  no o t h e r  s c h o o l  
i n  t h e i r  a r e a  w i l l  b e  p e r m i t t e d  t o  b u y  t h e  same s e t .  T h e s e
^ D i v i s i o n  P a g e s . (T he  C a l i f o r n i a  A r t  and  E n g r a v i n g  
Company ,  B e r k e l e y ,  C a l i f o r n i a ,  1 9 4 7 ) ,  B r o c h u r e .
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s e c t i o n a l  t i t l e  p a g e s  c o n t r i b u t e  much t o  t h e  o r i g i n a l i t y  o f  
t h e  y e a r b o o k .  T h e y  c a n  b e  f o r m a l ,  d e c o r a t i v e ,  o r  h u m o r o u s ,  
b u t  r e g a r d l e s s  o f  t h e  c h o i c e ,  t h e y  d i v i d e  t h e  boo k  l o g i c a l l y  
a n d  e m p h a s i z e  t h e  t h e m e .
End s h e e t s . P r i n t e d  end  s h e e t s  s h o u l d  be  i n  h a rm o n y  
w i t h  t h e  c o v e r  a n d  o f  a  c o l o r  w h i c h  h a r m o n i z e s  w i t h  t h e  c o v e r  
a n d  t h e  s e c o n d  c o l o r  u s e d  i n  p r i n t i n g  t h e  o p e n i n g  p a g e s .
T h e y  s e r v e  a  d u a l  p u r p o s e  a s  t h e y  s t r e n g t h e n  t h e  b i n d i n g  an d  
a d d  d e c o r a t i v e  v a l u e .  T h e y  s h o u l d  a c c e n t  t h e  t h e m e .
Dummy. An o u t l i n e  o r  m i n i a t u r e  dummy s h o w i n g  t h e  
n u m b e r  o f  p a g e s  a n t i c i p a t e d  f o r  e a c h  s e c t i o n  o f  t h e  y e a r b o o k  
s h o u l d  be  c o m p l e t e d  b e f o r e  m a k i n g  p a g e - l a y o u t s  i n  t h e  dummy. 
T h i s  w i l l  b e  c o n t r o l l e d  b y  t h e  b u d g e t .  A r o u g h  l a y o u t  s h o u l d
t h e n  be p l a n n e d  i n d i c a t i n g  t h e  g e n e r a l  a r r a n g e m e n t  a n d  a p ­
p r o x i m a t e  s i z e  o f  p h o t o g r a p h s ,  a r t  w o r k ,  h e a d i n g s ,  a n d  c o p y .
The  t h o r o u g h l y  p l a n n e d  dummy s e r v e s  a s  a  g u i d e  f o r  t h e  p r e p a r a ­
t i o n  o f  a l l  m a t e r i a l  g o i n g  i n t o  t h e  y e a r b o o k .  T h i s  g i v e s  t h e  
m a i n  d i v i s i o n s  a n d  t h e  o r d e r  o f  t h e i r  a p p e a r a n c e .  L a y o u t s  
s h o u l d  b e  p l a n n e d  i n  u n i t s  o f  two f a c i n g  p a g e s  f o r  p r o p e r  
b a l a n c e ,  a n d  on f o r m s  t h a t  a r e  i d e n t i c a l  i n  s i z e  t o  t h e  f i n ­
i s h e d  b o o k .  T h i s  s e r v e s  a s  a  b l u e - p r i n t  f o r  t h e  e d i t o r s .
L a y o u t  s . P l a n n i n g  t h e  l a y i n g - o u t  o f  e a c h  p a g e  o f  t h e  
y e a r b o o k ,  n e c e s s i t a t e s  k e e p i n g  i n  m in d  t h e  o v e r a l l  c o n t i n u ­
i t y  o f  t h e  b o o k  when  f i n i s h e d .  T h e r e  s h o u l d  be  a  c o n t i n u i t y
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o f  t h e m e  a n d  d e s i g n ,  b u t  h a r m o n y  a n d  b a l a n c e  s h o u l d  n o t  b e ­
come m o n o t o n o u s .  C o n t r a s t  i s  n e c e s s a r y  t o  i n c r e a s e  i n t e r e s t  
and  g i v e  d r a m a t i c  v a l u e  t o  s p e c i a l  s e c t i o n s .
The c o v e r  and  p a g e s  s h o u l d  be d e s i g n e d  t o  f o l l o w  t h e  
r e c t a n g u l a r  f o r m .  The  s t r u c t u r a l  m o t i o n  o f  a l l  d e s i g n  m u s t  
be  f r o m  l e f t  t o  r i g h t  a n d  f r o m  t h e  t o p  t o  t h e  b o t t o m  o f  t h e  
p a g e ,  a n d  f a c i n g  p a g e s  s h o u l d  b e  so  d e s i g n e d  t h a t  t h e y  a p p e a r  
t o  b e l o n g  t o g e t h e r .  I n f o r m a l  b a l a n c e  i s  l e s s  m o n o t o n o u s  an d  
t e n d s  t o  p e r m i t  more  v a r i a t i o n s  t h a n  f o r m a l  b a l a n c e ;  h o w e v e r , 
t y p e  f a c e s  a n d  s i z e  u s e d  f o r  d i f f e r e n t  p u r p o s e s  m u s t  be  c o n ­
s i s t e n t .  The p a g e  p a t t e r n  m u s t  b e  p r o p e r l y  b a l a n c e d  i n  r e ­
g a r d  t o  p i c t o r i a l  a r e a . ,  t y p e - s e t  c o p y ,  a n d  w h i t e  s p a c e  a s  
w h i t e  s p a c e  u s e d  c o r r e c t l y ,  a d d s  e m p h a s i s  t o  t h e  p a g e  a n d  
p r o v i d e s  o r d e r l i n e s s .  B a c k g r o u n d s  s h o u l d  be  u n o b t r u s i v e  and  
s h o u l d  b e  o f  c o n t r a s t i n g  c o l o r  t o  p h o t o g r a p h s  a n d  c o p y .  No 
l a y o u t  s h o u l d  c a l l  a t t e n t i o n  t o  i t  s e l f ; n e i t h e r  s h o u l d  b o r ­
d e r s  b e  u s e d  a s  a  d e c o r a t i o n .  Where  s e v e r a l  s m a l l  p i c t u r e s  
a r e  u s e d  on  a  p a g e ,  t h e y  s h o u l d  b e  g r o u p e d  t o g e t h e r  t o  f o r m  
one  o r  tv/o p i c t u r e  a r e a s ,  and  t h e  t y p e - s e t  copy s h o u l d  be 
g r o u p e d  t o  f o r m  a b a l a n c i n g  a r e a .
P i c t u r e s  c u t  i n t o  u n u s u a l  s h a p e s ,  a n d  p i c t u r e s  w i t h  
o v e r - t i l t i n g  a r e  p o o r  d e s i g n .  B l e e d  p a g e s ,  t i l t e d  p i c t u r e s ,  
a r t  s k e t c h e s ,  p a g e  o r i g h t e n e r s ,  a n d  c o l o r  s h o u l d  be u s e d  i n  
l ï i o d e r a t i o n ,  b u t  l i m i t e d  u s e  o f  t h e m  d o e s  g i v e  c o n t r a s t  t o  
t h e  p a g e s .  M o d e rn  d e s i g n  s h o u l d  be av o i cJ ed  a s  i t  s o o n  b e ­
com es  o u t m o d e d  a nd  p a g e s  s h o u l d  n o t  be o v e r - w ^ e i g h t e d  w i t h
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p i c t u r e  a r e a  o r  t y p e - s e t  c o p y .  T h e r e  s h o u l d  b e  no awkward 
a r e a  o f  w h i t e  s p a c e  o r  weak c o r n e r s ;  n e i t h e r  s h o u l d  a p a g e  
be d i v i d e d  i n t o  e q u a l  p a r t s  b e t w e e n  p i c t u r e  and c o p y .  L ia j o r  
e m p h a s i s  s h o u l d  be p l a c e d  o n  p h o t o g r a p h s ,  a s  h e a d i n g s  an d  
c o p y  a r e  s e c o n d a r y  i n  i m p o r t a n c e ,  a n d  c a p t i o n s  a n d  i d e n t i f i ­
c a t i o n s  s h o u l d  b e  l e s s  c o n s p i c u o u s  t h a n  c o p y .
A c o m p l e t e  p l a n  o f  e v e r y  p a g e  s h o u l d  b e  made d u r i n g  
t h e  t i m e  t h a t  t h e  s t a f f  i s  w a i t i n g  f o r  t h e  f i r s t  p h o t o g r a p h s  
t o  a r r i v e .  I f  c o p y  i s  p l a n n e d ,  t h e r e  w i l l  be no n e c e s s i t y  
f o r  c h a n g e  i n  t y p e  s i z e ,  a s  t h e  c o p y  w i l l  f i t  t h e  s p a c e  
a l l o t t e d  t o  i t .  b e l l  d e s i g n e d  b o o k s  may f o l l o w  e i t h e r  t h e  
f o r m a l  o r  i n f o r m a l  s t y l e ,  b u t  s t a f f s  u s i n g  i n f o r m a l  b a l a n c e  
m u s t  n o t  d i s r e g a r d  r u l e s  g o v e r n i n g  good  l a y o u t .  3 .  D. b a r r e n  
Company s t r e s s e s  f o r m a l  d e s i g n  a s  f o l l o w s :
As i t s  name i m p l i e s ,  a  F o r m a l  s t y l e d  book  i s  
m o r e  a p t  t o  b e  i n  k e e p i n g  w i t h  t h e  t r a d i t i o n s  
e s t a b l i s h e d  b y  f o r m e r  e d i t i o n s ,  a s  w e l l  a s  t h e  
t r a d i t i o n s  o f  t h e  s c h o o l  o r  c o l l e g e  i t  r e p r e s e n t s .
W i t h o u t  a n y  s t r a i n i n g  a t  f a l s e  d i g n i t y  o r  " s t i f f ­
n e s s "  , a  d i g n i f i e d  r e s u l t  i s  a l m o s t  a u t o m a t i c a l l y  
a s s u r e d .  I t  i s  a p t  t o  b e  t h e  k i n d  o f  b o o k  t h a t  
w i l l  r e c e i v e  f a m i l y ,  a l u m n i ,  a n d  f a c u l t y  a p p r o v a l .
A n o t h e r  f a c t o r  i n  t h e  F o r m a l  d e s i g n  o f  a  y e a r ­
b o o k  i s  t h a t  i t  p r a c t i c a l l y  a s s u r e s  a n  e q u i v a l e n t  
a t t e n t i o n  f o r  a l l  m e m be r s  o f  t h e  g r a d u a t i n g  c l a s s .
T h i s  i s  i n  c o n t r a s t  t o  t h e  I n f o r m a l  s t y l e , w h e r e  
t h e  s t u d e n t s  who make g o o d  " c a n d i d  c o p y "  may be 
f e a t u r e a  s o m e w h a t  d i s p r o p o r t i o n a t e l y  t o  t h e i r  
c l a s s m a t e s .
An i m p r e s s i v e  r e s u l t  a l w a y s  c a n  b e  o b t a i n e d  
w i t h  a  goo d  F o r m a l  d e s i g n  w i t h o u t  c a l l i n g  i n  e x ­
p e n s i v e  o r  p r o f e s s i o n a l  a r t  work  o r  p h o t o g r a p h y .
I t  f a c i l i t a t e s  t h e  w or k  o f  t h e  a r t  d i r e c t o r  and 
p h o t o g r a p h  e d i t o r .  And i t  i n v a r i a b l y  p r o v i d e s  
e n o u g h  s p a c e  f o r  a s  l i t t l e  o r  a s  much r e a d i n g  
m a t e r i a l  a s  t h e  e d i t o r i a l  s t a f f  i s  p r e p a r e d  t o  
w r i t e .
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J u s t  b e c a u s e  i t  i s  a  F o r m a l  s t y l e  by no  ;.;eans 
m a k e s  i t  r e s t r i c t i v e  o r  i n f l e x i b l e .  I f  t h e  s t a f f  
h a s  o n e  o r  more  u n u s u a l l y  g i f t e d  w r i t e r s ,  t h e i r  
worK may w e l l  show up t o  b e t t e r  a d v a n t a g e  i f  t h e y  
a r e  p e r m i t t e d  t o  w r i t e  t o  a  F o r m a l  l a y o u t .  T h e r e  
i s  a l w a y s  a s u b t l e  c h a r m  t o  a  w e l l  d e s i g n e d  book 
t h a t  i n v i t e s  r e - r e a d i n g .  I t  h a s  an  o b v i o u s  s i n -  
c e r i t y - - t h e  b e a u t y  o f  o b v i o u s  r e s t r a i n t — t h a t  
b u i l d s  f o r  u n i v e r s a l  a p p r e c i a t i o n .  I t  may n o t  
"wow" t h e m  b u t  n e i t h e r  i s  i t  a p t  t o  i n v i t e  i r a t e  
c r i t i c i s m s  o r  i n s i n u a t i o n s  o f  u l t e r i o r  m o t i v e s .
I t s  p r e p a r a t i o n  c a n  p r o c e e d  a l o n g  a n  o r d e r l y  an d  
w e l l  d i r e c t e d  c o u r s e  a n d  t h e r e  i s  much l e s s  l i k e ­
l i h o o d  o f  e d i t o r i a l  j a m s  o r  m i x - u p s  a s  p r e s s  d a y s  
a r r i v e  a n d  d e l i v e r y  d a y  d r a w s  n e a r .
I t  p e r m i t s  t r u e  c r a f t s m a n s h i p  i n  i t s  f i n e s t  
s e n s e .  Good p a p e r ,  go o d  e n g r a v i n g ,  good  t y p o g r a p h y  
a n d  good  p r i n t i n g  a n d  b i n d i n g  a r e  i n s t a n t l y  e v i d e n t  
i n  t h e  b o o k  o f  F o r m a l  d e s i g n .  I t  c a n  b e s p e a k  a  
s e n s e  o f  q u a l i t y  w i t h o u t  n e c e s s i t a t i n g  a n y  u n u s u a l  
e x p e n d i t u r e s  t o  do  s o . 7
The  f o l l o w i n g  p a g e s i l l u s t r a t e  goo d  a nd  b a d  f e a t u r e s  o f  
l a y o u t  d e s i g n  a n d  c o p y .  T h e y  a r e  r e p r o d u c e d  f r o m  C h a r l o  
H i g h  S c h o o l  A n n u a l s ,  a n d  a r e  p r i n t e d  on k o d a b r o m i d e  A - 3 .
The p i c t u r e s  a r e  r e p r o d u c e d  t h r o u g h  t h e  c o u r t e s y  o f  t h e  
G a t l i n  S t u d i o  o f  M i s s o u l a ,  M o n t a n a ,  a n d  b i l l  McCurdy o f  
C h a r l o ,  M o n t a n a .
^ B e t t e r  Y e a r b o o k s  T h r o u g h  b e t t e r  P l a n n i n g , ( S .  
V . a r r e n  Company,  B o s t o n ,  195 0  ) , p . I B .
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P a p e r .  ' Q u a l i t y  p a p e r  i n v i t e s  readin, . -> The b e s t  gracia 
o f  c o a t e d  p a p e r  t h a t  money c a n  buy  s h o u l d  b e  u s e d  a s  s o f t e r '  
p a p e r s  a r e  h a r d e r  t o  p r i n t .  W h i t e  p a p e r  v / i t h  a b l u i s h  c a s t  
g i v e s  f l a t t e r i n g  r e s u l t s  an d  i v o r y  t i n t e d  p a p e r  a c h i e v e s  a 
f i n e  e f f e c t  a n d  p r o d u c e s  p a g e s  w i t h  an  i n t e r e s t i n g  a p p e a r ­
a n c e .  P a p e r  u s e d  i n  y e a r b o o k s  p r i n t e d  by  l e t t e r p r e s s  m u s t  
b e  d i f f e r e n t  f r o m  t h o s e  p r i n t e d  by o f f s e t .  S o f t e r  p a p e r s  
a r e  h a n d l e d  b e t t e r  b y  l i t h o g r a p h e r s .
To s w i t c h  b a c k  a n d  f o r t h  f r o m  d i f f e r e n t  t e x t u r e d  
p a p e r s  i n  a  y e a r b o o k  i s  i n a d v i s a b l e .  The b e s t  e n a m e l e d  
p a p e r s  a r e  r e c o m m e n d e d  f o r  c o l o r ,  f o r  p a g e s  c a r r y i n g  b l a c k  
a n d  w h i t e  p h o t o g r a p h y  a n d  c o p y ,  a n d  f o r  l a r g e  g l a m o u r  p i c ­
t u r e s .  Some o f  t h e  l e a d i n g  p a p e r s  a r e  L i t h o - c h r o m e  E n a m e l ,  
o f f e r e d  by t h e  T a y l o r  P u b l i s h i n g  Company;  Champion  S a t i n  
P r o o f  E n a m e l ,  The C h a m p io n  P a p e r  a n d  F i b r e  Company; a n d  War­
r e n *  s O f f s e t  E n a m e l ,  S.  D. W a r r e n  Company.  The f o l l o w i n g  
p a g e s  a r e  s a m p l e s  o f  p a p e r  f o r  b o t h  l e t t e r p r e s s  and  o f f s e t  
p r i n t i n g .  They  w e r e  f u r n i s h e d  t h r o u g h  t h e  c o m p l i m e n t s  o f  t h e  
S .  D. W a r r e n  Company,  B o s t o n ,  I l a s s a c h u s e t t s .
T h i s  i s  a  s a m p l e  o f  p a p e r  u s e i  f o r  l e f t e p r i n t  
i n r  i n  s c h o o l  y e a r b o o k s  and  i s  c i a s s i f i e d  a s  L u s t i - o  G l o s s ,  
w h i t . e  , and  i s  a n  80 pound p a p e r .  L u s t r a  G l o s s  i s  i n  t h e  
g r e a t e s t  demand o f  a l l  o f  W a r r e n  p a p e r ,  i s  t h e i r  t o p  qua 1 -  
i t y ,  a  no i s  g l o s  s y c o a t  e d ,
- 7 1 -
Thie.  It' a  s a m p l e  o f  W a r r e n ’ o s e c o n d  g r a d e  p b p e r  used, 
f o r  l e t  t . e r p r e  s s  p r i n t i r . g  a n d  i s  knov.n a s  C u n b e i ' l a n d  G l o s s ,  
w h i t e ,  a n d  i s  an  80  pound  p a p e r .  C u m b e r l a n d  G l o s s  i s  u s e d  
e x t e n s i v e l y  f o r  y e a r b o o k  w o r k .
- 7 2 -
T h i s  d u l l  c o a t e d ,  C u m b e r l a n d  D u l l ,  i s  n o t  a b i g  
s e l l e r  f o r  s c h o o l  y e a r b o o k s  b e c a u s e  i t  r e q u i r e s  more  c a r e f u l  
h a n d l i n g ,  b u t  i t  m a k e s  a b e a u t i f u l  b o o k .  CumbeiOand Dul3 i s  
c l a s s i f i e d  a s  w h i t e ,  i s  a n  ÔC po und  p a p e r ,  a n d  i s  u s e d  f o r  
l e t t e r p r e s s  p r i n t i n g .
- 7 3 -
The b e t t e r  c l a s s  o f  o f f s e t  y e a r b o o k s  a r e  p r o d u c e !  o r  
t h i s  t y p e  o f  e n a m e l e d  p a p e r .  P r o f i c i e n t  l i t h o g r a p h e r s  a r e  
now a b l e  t c  p r i n t  t h i s  q u a i l t . y  o f  p a p e r  s u c c e s s f u l l y  and 
t h u s  d e l i v e r  a book  t h a t  i s  c l o s e  t o  t h e  a p p e a r a n c e  o f  a 
l e t t e r p r e s s  b o o k  on c o a t e d  p a p e r .  T h i s  i s  a s a m p l e  o f  
W a r r a n t s  b e s t  O f f s e t  E n a m e l ,  w h i t e ,  a n d  i s  80 pound  p a p e r .  
T h i s  q u a l i t y  o f  p a p e r  i s  u s e d  when s h a r p e r  d e t a i l  o r  g r e a t e r  
b r i l l i a n c y  o f  c o l o r  i s  d e s i r e d .
—7  ü. —
T h i s  i s  a s a m p l e  o f  S i l k o t e  O f f s e t ,  S a x o n y - F i n i s h , 
and  i s  70 po u n d  p a p e r *  S i l k o t e  O f f s e t  i s  u s e d  by l i t h o ^ r ;  
p h e r s  w h e r e  s c h o o l s  do n o t  s p e c i f y  t h a t  c o a t e d  p a p e r  be  
u s e d  •
- 7 5 -
S i l k o t e  O f f s e t ,  w h i t e ,  80  p o u n d ,  and W o v e - F i n i s h  
p a p e r  i s  a l s o  f u r n i s h e d  by t h e  W a r r e n  Company f o r  b o o k s  
t h a t  do n o t  c a l l  f o r  a c o a t e d  p a p e r .  T h i s  p a p e r  s u c c è s  
f u l l y  r e p r o d u c e s  f i n e  h a l f t o n e s .
-76»
T b i s  i s  O f f s e t  E n a m e l ,  S a x o n y - F i n i  s h , 60  pound p a p e r ,  
a n d  i s  u s e d  w h e r e  b o o k s  do n o t  demand t h e  b e s t *
- 7 7 -
C o v e r s . The h i s t o r y  o f  t h e  s c h o o J 7  s a c t i v i t i e s  d e ­
s e r v e s  t o  be p r e s e r v e d  i n  a n  a t t r a c t i v e  a n d  l a s t i n g  m a n n e r .
The  c o v e r  o f  t h e  y e a r b o o k  s h o u l d  be i n  k e e p i n g  w i t h  t h e  
q u a l i t y  o f  i t s  c o n t e n t s .  S e l e c t i n g  a  c o v e r  i s  n o t  a s i m p l e  
m a t t e r  a s  t h e  c o v e r  m u s t  k e e p  a  good  a p p e a r a n c e  f o r  y e a r s ,  
a n d  c r e a t e  t h e  k i n d  o f  f i r s t  i m p r e s s i o n  t h a t  w i l l  command 
r e s p e c t  f o r  t h e  y e a r b o o k  a n d  f o r  t h e  s c h o o l  i t  r e p r e s e n t s .
The  c o v e r  m u s t  e s t a b l i s h  a y e a r b o o k ’ s i d e n t i t y  an d  b u i l d  
p r e s t i g e  f o r  t h e  s c h o o l .
C e r t a i n  s p e c i f i c a t i o n s  a r e  n e c e s s a r y  b e f o r e  work  on 
a  c o v e r  c a n  b e g i n .  The f o l l o w i n g  f a c t s  s h o u l d  be d e t e r m i n ­
e d ;  name o f  b o o k ,  t h e  t r i m  s i z e  o f  t h e  p a g e s ,  nu mb er  o f  p a g e s  
i n  t h e  b o o k ,  c o l o r ,  y e a r ,  a n d  n u m b e r  o f  c o v e r s  n e c e s s a r y .
F rom t h e  s t a n d p o i n t  o f  d e s i g n  f o r  y e a r b o o k  c o v e r s ,  t h e r e  i s  
v i r t u a l l y  no  l i m i t ,  a s  p a t t e r n s  c a n  be m o d e r n  o r  t r a d i t i o n a l .  
T h e y  c a n  b e  d e e p l y  e m b o s s e d  o r  s m o o t h ,  o r  a  c o m b i n a t i o n  o f  
t h e s e  a n d  c o l o r s  c a n  s h o u t  o r  w h i s p e r .  C h o o s i n g  a d e s i g n  
c o n s i s t e n t  w i t h  t h e  n a t u r e  o f  t h e  p u b l i c a t i o n  i s  i m p o r t a n t .
The m o s t  p o p u l a r  m a t e r i a l  f o r  bo ok  c o v e r s ,  s i n c e  i t  
i s  t h e  m o s t  d u r a b l e ,  i s  p y r o x y l i n  c o a t e d  f a b r i c .  The f a b r i c  
c a n  b e  f i n i s h e d  i n  a v a r i e t y  o f  l e a t h e r  g r a i n s ,  c l o t h  s u r ­
f a c e s ,  a n d  n o v e l t y  f i n i s h e s ,  a n d  c a n  b e  e m b o s s e d  and  s p r a y e d  
w i t h  c o l o r s ,  a l s o  s t a m p e d ,  a n d  p r i n t e d .  P y r o x y l i n  f a b r i c  
i s  i m p e r v i o u s  t o  a t m o s p h e r e  c o n d i t i o n s  o f  a l l  k i n d s ,  r e s i s t a n t  
t o  a b r a s i o n ,  a n d  h i g h  i n  t e x t i l e  s t r e n g t h .  F o r  many y e a r s
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i t  h a s  s t o o d  f i r s t  i n  t h e  f i e l d  o f  b o o k b i n d i n g  a s  a m a t e r i a l  
f o r  q u a l i t y  c o v e r s .  T h e r e  a r e  many v a r i e t i e s  o f  c l o t h  u s e d  
i n  b o o k b i n d i n g  w h i c h  a r e  t r e a t e d  w i t h  s t a r c h  o r  c l e a r  
p y r o x y l i n .  D e c o r a t i v e  p o s s i b i l i t i e s  a r e  somewhat  l i m i t e d ,  
s i n c e  c l o t h  c a n n o t  be e m b o s s e d  a n d  s p r a y e d ,  b u t  o n l y  p r i n t e d  
a n d  s t a m p e d .  C o l o r s  a r e  i n  t h e  c l o t h  i n  t h e  f o r m  o f  d y e ,
a n d  n o t  i n  t h e  c o a t i n g ,  a n d  a r e  t h u s  s u b d u e d .
C o v e r s  may be  s t i f f - b a c k e d  l i k e  a n  e n c y c l o p e d i a ,  
f l e x i b l e  l i k e  a  b i l l f o l d ,  o r  p a d d e d  l i k e  a  l e a t h e r  c h a i r .  
P a d d i n g  a  c o v e r  g i v e s  i t  a  d e l u x e  e f f e c t ,  s t i l l  i t  i s  d u r ­
a b l e  b e c a u s e  o f  t h e  s t i f f  b a c k i n g .  Many s c h o o l s  c a n n o t  
a f f o r d  a n  e m b o s s e d  c o v e r ,  b u t  t h e y  c a n  a f f o r d  a n  o r i g i n a l  
d e s i g n  o f  t h e i r  own c r e a t i o n  r e p r o d u c e d  by t h e  s i l k  s c r e e n  
iTiethod.  C h e a p e r  c o v e r s  a r e  a l w a y s  a v a i l a b l e  t o  f i t  a n y  
b u d g e t
B i n d i n g . The s u c c e s s  o f  a  y e a r b o o k  d e p e n d s  up on  many
c o m m e r c i a l  p r o c e s s e s  a s  w e l l  a s  e d i t i n g ,  a n d  one  o f  t h e s e  i s
b i n d i n g .  B i n d i n g  t h e  p a g e s  t o g e t h e r  a n d  f a s t e n i n g  t h e m  i n t o  
t h e  book  c a n  b e  a c c o m p l i s h e d  i n  v a r i o u s  w a y s .  VJhere p a g e s  
a r e  p r i n t e d  a  s h e e t  a t  a  t i m e ,  t h e y  a r e  commonly s t a c k e d  i n t o  
a  p i l e  a n d  e i t h e r  s i d e - s t a p l e d  o r  s t i t c h e d  w i t h  t h r e a d  f r o m  
f r o n t  t o  b a c k .  T h i s  t y p e  o f  b i n d i n g  w i l l  n o t  a l lo w '  t h e  book 
t o  l i e  f l a t  when  o p e n e d ,  b u t  i t  h a s  t h e  a d v a n t a g e  o f  b e i n g  
t h e  m o s t  d u r a b l e  o f  a l l  b o o k s ,  wîi an  s e w e d .  I f  t h e  book
^ Q u a l i t y  by S m i t h c r a f t , (The  S.  K. S m i t h  Company,  
C h i c a g o ,  h . D . ) 7  B r o c h u r e .
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c o n t a i n s  s i x t y - f o u r  p a g e s  o r  l e s s ,  t h e  bo o k  i s  o p e n e d  f l a t  
a n d  m e t a l - s t i t c h e d  a t  t h e  c e n t e r  f o l d .  T h i s  i s  known a s  
s a d d l e  s t i t c h i n g .  T h i s  t y p e  i s  s a t i s f a c t o r y ,  b u t  i s  l i m i t e d  
by  t h e  s i z e  o f  t h e  b o o k .  Some b o o k s  a r e  sewed i n t o  s i g n a t u r e s ,  
t h a t  i s ,  g r o u p s  o f  e i g h t  t o  s i x t e e n  p a g e s ,  a n d  t h e n  t h e s e  s e c ­
t i o n s  a r e  f a s t e n e d  t o g e t h e r  t o  f o r m  a b o o k .  T h i s  t y p e  o f  
b i n d i n g  c a n  b e  u s e d  w i t h  a n y  s i z e  b o o k .  A l l  p a g e s  w i l l  l i e  
f l a t  when  t h e  b o o k  i s  o p e n e d  g i v i n g  a n e a t  a p p e a r a n c e .  T h i s  
i s  commonly known a s  Smythe  s e w i n g .  The  b a c k b o n e  i s  t h e n  
r o u n d e d  a n d  t h e  e n d s h e e t s  a n d  b a c k  a r e  r e i n f o r c e d  w i t h  c l o t h  
a n d  g l u e d  i n t o  t h e  b o a r d s  o f  t h e  c o v e r .  l lany c h e a p e r  t y p e s  
o f  b i n d i n g  a r e  a v a i l a b l e .
R e p r o d u c i n g  t h e  y e a r b o o k . Modern  y e a r b o o k s  a r e  r e p r o ­
d u c e d  by t h e  l e t t e r p r e s s  o r  t h e  o f f s e t  m e t h o d .  I f  t h e  l a y o u t  
i s  s i m p l e  a n d  l a c k i n g  i n  a r t ,  l e t t e r p r e s s  i s  commonly u s e d  
w h e r e  t h e  n u m b e r  o f  b o o k s  o r d e r e d  i s  s u f f i c i e n t  t o  w a r r a n t  
t h e  e x t r a  e x p e n s e  o f  s e p a r a t e  p h o t o  e n g r a v i n g s  f o r  a l l  i l l u s ­
t r a t i o n s .  P r i n t e r s  t y p e  i s  u s e d  t h r o u g h o u t .  The o f f s e t  
m e t h o d  i s  mo re  e c o n o m i c a l  w h e r e  t h e  l a y o u t s  a r e  c o m p l i c a t e d  
a n d  a  v a r i e t y  o f  a r t  w o r x  a n d  p h o t o g r a p h s  i s  u s e d .  O f f s e t  
p e r m i t s  t h e  u s e  o f  p r i n t e r *  s t y p e , t y p e w r i t e r ,  o r  h an d  l e t ­
t e r i n g .  O f f s e t  p r i n t i n g  i s  t h e  m o s t  p o p u l a r  m e t h o d  o f  y e a r ­
b o o k  r e p r o d u c t i o n  u s e d  t o d a y ,  b e c a u s e  i t  i s  mo re  e c o n o m i c a l ,  
a n d  i s  o f  a  q u a l i t y  c o m p a r a b l e  t o  t h e  l e n t e r p r e s s  m e t h o d ;  
h o w e v e r  p o o r  l i t h o g r a p h y  sl iows up more  r e a d i l y  t h a n  p o o r
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l e t i - e r p r e s s  w o r k .  L i t h o g r a p h y  w h i c h  p r o d u c e s  o n l y  b l a c k  and 
w h i t e  t o n e s  s h o u l d  be a v o i d e d .  The o f f s e t  m e t h o d  u s u a l l y  
l i m i t s  a l l  c o n t r a c t s  t o  o ne  company  an d  s i m p l i f i e s  t h e  
s c h e d u l i n g  o f  w o r k .  The o f f s e t  p r o c e d u r e  i s  c l e a r l y  e x p l a i n ­
e d  by  t h e  N e w s f o t o  P u b l i s h i n g .  Coiripany
At t h i s  p o i n t ,  t h e  p h o t o g r a p h s  a n d  a r t  work  a r e  
s e p a r a t e d  f r o m  t h e  t e x t  c o p y ,  e a c h  o f  th e m  t r a v e l ­
i n g  a  d i f f e r e n t  r o u t e .  P h o t o s  a n d  a r t  w o r k  go t o  
t h e  r e p r o d u c t i o n  c a m e r a ,  w h i c h  makes  l i n e  and h a l f ­
t o n e  n e g a t i v e s  o f  t h e  p r o p e r  s i z e s  t o  f i t  t h e  l a y ­
o u t s .  The w r i t t e n  c o p y  g o e s  t o  t h e  t y p e - s e t t i n g  
m a c h i n e  ( I n t e r t y p e  o r  L i n o t y p e )  w h i c h  s e t s  a l l  t e x t  
c o p y  a n d  c a p t i o n s ,  ( I n  t h e  c a s e  o f  l i n o t y p e  b o o k s ,  
t h e  t e x t  an d  c a p t i o n  m a t t e r  g o e s  t o  t h e  IBM e l e c t r i c  
l i n e - j u s t i f y i n g  t y p e - s e t t e r , }
P r o o f s  o f  p r i n t e r s  t y p e  a r e  p u l l e d  i n  g a l l e y s  a n d  
t h e  g a l l e y s  a r e  p r o o f - r e a d  f o r  t y p o g r a p h i c a l  e r r o r s .
When e r r o r s  h a v e  b e e n  c o r r e c t e d ,  f i n a l  r e p r o d u c t i o n  
p r o o f s  a r e  p u l l e d  on g l o s s y  p a p e r  a n d  t h e  p r o o f s  a r e  
e x p o s e d  b e f o r e  t h e  p r o c e s s  c a m e r a  t o  make l i n e  n e g a ­
t i v e s  o f  a l l  t y p e  m a t t e r ,
When a l l  n e g a t i v e s  o f  t y p e  a n d  p h o t o g r a p h s  h a v e  
b e e n  c o m p l e t e d ,  t h e y  a r e  s o r t e d  a n d  r e t u r n e d  t o  t h e  
dumisy e n v e l o p e s  i n  v /h ich  t h e y  b e l o n g .  Then  t h e y  go 
t o  t h e  s t r i p p i n g  d e p a r t m e n t , vh ie re  t y p e  a n d  p h o t o  
n e g a t i v e s  a r e  p l a c e d  i n  t h e i r  p r o p e r  p l a c e s  on p a g e s .
Th e  dummy on t h e  f a c e  o f  t h e  e n v e l o p e ,  a s  p r e p a r e d  
by t h e  y e a r b o o k  s t a f f ,  i s  t h e  s t r i p p i n g  d e p a r t m e n t ’ s 
g u i d e  t o  m a k e - u p .  T h i s  i s  t h e  r e a s o n  why t h e  dummy 
m u s t  b e  a c c u r a t e  when s u b m i t t e d  t o  t h e  p u b l i s h e r .
N e g a t i v e s  a r e  s t r i p p e d  on  m a s k i n g  p a p e r  i n  u n i t s  
o f  f o u r  o r  e i g h t  p a g e s ,  d e p e n d i n g  upon  t h e  s i z e  o f  
t h e  p r e s s  on  w h i c h  t h e  b o o k  i s  t o  be p r i n t e d .
W i t h  m a k e - u p  c o m p l e t e ,  t h e  f o u r -  o r  e i g h t - p a g e  
l a y o u t s  a r e  p l a c e d  o v e r  l i g n t - s e n s i t i v e  Van Dyke 
p a p e r  an d  e x p o s e d  u n d e r  a r c  l a m p s  t o  p r o d u c e  p a g e  
p r o o f s  o f  e a c h  p a g e  i n  t h e  b o o k .  T h e s e  p r o o f s  a r e  
s u b m i t t e a  t o  t h e  s c h o o l  f o r  a p p r o v a l  b e f o r e  t h e  book 
i s  p r i n t e d .  The s t a f f  s h o u l d  c h e c k  f o r  p o s s i b l e  
t y p o g r a p h i c a l  e r r o r s  w h i c h  w e r e  o v e r l o o k e d  i n  g a l l e y  
p r o o f s ,  f o r  t h e  p r o p e r  i d e n t i f i c a t i o n  o f  a l l  p h o t o ­
g r a p h s  a n d  t o  d e t e r m i n e  w h e t h e r  t h e  p a g e  l a y o u t s  w e r e  
f o l l o w e d  a c c u r a t e l y .  At t h e  san.e t i m e ,  i f  t h e  s t a f f  
f i n d s  c e r t a i n  p i c t u r e s  i n  t h e  book  a r e  n o t  s u i t a b l e  
f o r  r e p r o d u c t i o n ,  t h i s  i s  t h e  t i m e  t o  s u b s t i t u t e  
b e t t e r  p r i n t s .
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Wlrien c o r r e c t e d  o r  a p p r o v e d  p r o o f s  a r e  r e t u r n e d  
t o  N e w s f o t o ,  w i t h  c o r r e c t i o n s  i n d i c a t e d  i n  t h e  p a g e  
m a r g i n s  w h e r e  t h e y  w i l l  n o t  be  o v e r l o o k e d , c o r r e c ­
t i o n s  a r e  made a n d  t h e  l a y o u t s  a r e  r e a d y  t o  go t o  
t h e  p l a t e - m a k i n g  d e p a r t m e n t •
At  t h i s  s t a g e ,  t h e  n e g a t i v e s  a r e  p l a c e d  i n  d i r e c t  
c o n t a c t  w i t h  a z i n c  p l a t e  w h i c h  p r e v i o u s l y  h a s  b e e n  
c o a t e d  w i t h  a  l i g h t - s e n s i t i v e  e m u l s i o n  ( s i m i l a r  t o  
t h e  e m u l s i o n  on a n  o r d i n a r y  p i e c e  o f  f i l m )  a n d  e x ­
p o s e d  i n  a  vacuum f r a m e  t o  t h e  i n t e n s e  l i g h t  o f  a 
p a i r  o f  a r c  l a m p s .  When t h i s  p l a t e  h a s  b e e n  e x p o s e d  
a n d  d e v e l o p e d  c h e m i c a l l y ,  i t  i s  r e a d y  f o r  t h e  p r e s s .
The t h i n ,  p l i a b l e  z i n c  p l a t e  i s  w r a p p e d  s e c u r e l y  
a r o u n d  t h e  p l a t e  c y l i n d e r  o f  t h e  p r e s s  a n d  two s e t s  
o f  r o l l e r s  come i n  c o n t a c t  w i t h  i t - - o n e  c a r r y i n g  i n k ,  
w h i c h  i s  a t t r a c t e d  c h e m i c a l l y  t o  t h e  a r e a s  on t h e  
p l a t e  w h i c h  c a r r y  p h o t o s  and  t y p e ,  t h e  o t h e r  s e t  o f  
r o l l e r s  c a r r y i n g  a s o l u t i o n  o f  w a t e r  a n d  a c i d  t o  r e ­
p e l  i n k  f r o m  a r e a s  on t h e  p l a t e  r e p r e s e n t e d  by w h i t e  
s p a c e  i n  t h e  p a g e  l a y o u t s .
The p r e s s  p l a t e  t r a n s f e r s  t h e  image  o f  t h e  p a g e s  
t o  a  r u b b e r  b l a n k e t  w h i c h  i s  i n  d i r e c t  c o n t a c t  w i t h  
t h e  p l a t e  c y l i n d e r .  T h i s  r u b b e r  b l a n k e t  i n  t u r n , 
t r a n s f e r s  t h e  im ag e  t o  t h e  s h e e t  o f  book  p a p e r ,  w h i c h  
i s  f e d  i n t o  t h e  p r e s s  b e t w e e n  t h e  b l a n k e t  c y l i n d e r  
a n d  a n  i m p r e s s i o n  c y l i n d e r .
The p r o c e s s  i s  r e p e a t e d  t o  p r i n t  t h e  o p p o s i t e  s i d e  
o f  t h e  s h e e t  a f t e r  t h e  i n k  h a s  b e e n  p e r m i t t e d  t o  d r y  
on  t h e  s i d e  o f  t h e  s h e e t  p r i n t e d  f i r s t .
W i t h  p r i n t i n g  c o m p l e t e ,  t h e  s h e e t s  a r e  t a k e n  t o  
a m e c h a n i c a l  f o l d i n g  m a c h i n e ,  w h e r e  s h e e t s  a r e  f o l d e d  
i n t o  6 - p a g e  o r  l 6 - p a g e  s e c t i o n s .  F i n a l l y ,  t h e  s e c ­
t i o n s  a r e  g a t h e r e d  i n  t h e i r  p r o p e r  s e q u e n c e  a n d  t h e  
c o m p l e t e d  bo o k  f i l l e r s  a r e  r e a d y  t o  go t o  t h e  b o o k -  
b i n d e r y , w h e r e  f i l l e r s  a r e  s e w e d  t o g e t h e r ,  t h e  b o o k s  
r o u n d e d  a nd  b a c k e d  a n d  c a s e d  i n t o  c o v e r s .  S h i p m e n t  
t o  t h e  c u s t o m e r  i s  d i r e c t  f r o m  t h e  b i n d e r y . 9
Copy a n d  p r o o f  r e a d i n g . The f i r s t  co py  r e a d e r  i s  
u s u a l l y  t h e  p a g e  e d i t o r .  The e d i t o r - i n - c h i e f  and  s p o n s o r  i n  
t u r n  p r o o f  r e a d  c o p y  b e f o r e  i t  i s  s e n t  t o  t h e  p u b l i s h e r .
T h e y  a t t e m p t  t o  e l i m i n a t e  u n n e c e s s a r y  e r r o r s  by c h e c k i n g
^ Y o u r  Y e a r b o o k , ( N e v / s f o t o  P u b l i s h i n g  Company,  San 
A n g e l o ,  T e x a s ,  N.D' .T7 P- 4 .
- S 2 -
f o r  d e t a i l s ,  arid m u s t  d e t e r m i n e  i f  t h e  copy i s  i n  good 
t a s t e ,  i s  f r e e  f r o m  l i b e l ,  c o n t a i n s  c o r r e c t  f a c t s ,  and  f o l ­
l o w s  c o r r e c t  f o r m .  They  m u s t  c h e c k  f o r  a c c u r a c y  i n  p u n c t u ­
a t i o n  and g r a m m a r , c a p i t a l i z a t i o n ,  a o b r e v i a t i o n s , a n d  
S p e l l i n g ,  w i t h  e m p h a s i s  on p r o p e r  n a m e s .  Copy s h o u l d  be 
w r i t t e n  i n  a n  i n t e r e s t i n g  m a n n e r .
G a l l e y - p r o o f s  a r e  commonly u n a v a i l a b l e  f r o m  p u b l i s h e r s  
v/ho do o f f s e t  p r i n t i n g ,  b u t  t h e y  c a n  b e  s e c u r e d  f r o m  p u b l i s h ­
e r s  d o i n g  l e t t e r p r e s s  p r i n t i n g .  The p a g e  t h a t  f o l l o w s  
i l l u s t r a t e s  s t a n d a r d  p r o o f  r e a d i n g  s y m b o l s  u s e d  when r e t u r n ­
i n g  c o r r e c t e d  c o p y  t o  t h e  p u b l i s h e r .  T h i s  p a g e  was r e p r o ­
d u c e d  w i t h  t h e  p e r m i s s i o n  o f  t h e  d , D. v / a r r e n  Company,  B o s ­
t o n ,  T M a s s a c h u s e t t s , and  r e p r e s e n t s  p a g e  f o r t y - f o u r  f r o m  
b e t t e r  Y e a r b o o k s  T h r o u g h  b e t  t e r  P l a n n i n g .
Proof Readers* Marks
^  L «/r/f.) D ele, #r D elete ; tak e  o u t, o r  expunge.
3  T u rn  a reversed le tte r .
^  A space, o r m ore space, hetvvccn w ords, le tte rs, or
lines.
O  Less space, o r no  space, betw een w ords o r le tte rs.
Lor J / s  ( a rry  a w ord  fa r th e r  to  th e  left o r to  th e  r ig h t.
□  Indent
^  E lev a te  a le t te r , w o rd , or ch arac te r th a t is sunk below
th e  p roper level
LJ Sink o r  depress a le tte r , w o rd , o r ch arac te r raised above
th e  p roper level
I Show s th a t  a p o rtio n  o f a parag raph  profects la tera lly
beyond th e  rest
D irects a tte n tio n  to  a q u a d ra t or space w hich  im pro |ierly  
appears.
X  D irects a tte n tio n  to  a b roken  o r im perfect type.
C  b rin g  a w ord  o r  w ords to  the  beg inn ing  o f a line.
9 B  S tra ig h ten  ''a c rooked  line o r lines).
^  P rin t as a d ip h th o n g , lig a tu re , o r single ch a rac ic r,
th u s , <r, (1.
I f  M ake a new  paragraph
—  P u t in I ta lic ; a lso , change  accord ing  to  the  m irk  in
th e  m arg in , as from  Ita lic  to  R om an, o r from  Rom an
to  Ita lic .
SS Put in sm all cap ita ls .
S  P u t in c ap ita ls .
t t e t  R estore o r re ta in  w ords w h ich  have been crossed
o u t
T h e  o th e r  m arks are se lf-exp lanato ry ; b u t th e  fo llow ing  ab- 
brtvtatioHs, used in co rrec ting  proofsheets, require ex p lan a tio n :
Ilf. W rong  fon t used w hen  a ch a rac te r is o f a w ro n g  size o r style.
tr. T ranspose.
/. c. L ow er case; th a t  is, pu t in sm all, o r com m on le tte rs , a w ord
o r le tte r  th a t  has been p rin ted  in c ap ita ls  o r sm all cap ita ls
/. capj, or sm. c. Put in sm all cap ita ls .
f  Q u ery ; is th is  righ t^
ontt s. c. W ords arc o m itte d , o r arc  w a n tin g , see copy .
N t m :  Use onlv  ihcsc marie» in tu r r e to n ^  p ruul. Thcv are o a n J a r J  an J  w ill in tc llijtcn tly  tonvcy lu  >our p rim er ihc ,l ia u * r  ur lo r i r t -  
tion  t h a t  you w ish h im  to  make.
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o c h e d u l i i i  4 * I n  p l a n n i n g  a y e a r b o o k , i e r i n i t e  t i i . i s -
t a b l e s  mua t  be  made t o  i n s u r e  i t s  d e l i v e r y  on a c e r t a i n
d a t e .  T h e s e  i n c l u d e  c opy  d e a d l i n e s ,  e n d s h e e t s ,  c o v e r ,  d o r a  
p a y m e n t ,  a n d  p h o t o g r a p h y  s c h e d u l e s  f o r  a l l  b o o k s ,  w h e t h e r  
t h e y  a r e  r e p r o d u c e d  b y  o f f s e t  o r  l e t t e r p r e s s .  L e t t e r p r e s s  
a l s o  r e q u i r e s  s c h e d u l e s  f o r  e n g r a v i n g s ,  p r i n t i n g ,  a n d  any  
o t h e r  p h a s e  l e t  o u t  on  c o n t r a c t .
T h i s  r e q u i r e s  a  d e t a i l e d  p r o d u c t i o n  s c h e d u l e  an d  a
c h e c k i n g - o f f  p r o c e d u r e  on  p r o g r e s s  c h a r t s  r e g a r d i n g  c o m p l e ­
t i o n  o f  c o p y ,  p r e p a r a t i o n  o f  p i c t u r e s  f o r  e d i t i n g ,  a n d  f i n ­
i s h i n g  o f  p a g e s .  T h i s  p r o g r e s s  c h a r t  i s  a s c h e d u l e  w o r k i n g  
t o w a r d s  c o m p l e t i n g  a  c e r t a i n  nu m be r  o f  p a g e s  t o  m e e t  a d e a d ­
l i n e  when a  s p e c i f i e d  n um be r  o f  p a g e s ' m u s t  be  d e l i v e r e d  t o  
t h e  p u o l i s h e r .  U s u a l l y  o n e - t h i r d  o f  t h e  p a g e s  a r e  d e l i v e r e d  
a t  o n e  t i m e  a n d  d e a d l i n e  d a t e s  a r e  d e t e r m i n e d  by t h e  d e l i v e r y  
a a t e  o f  t h e  f i n i s h e d  b o o k .  P h o t o g r a p h y  a n d  c o p y  m u s t  be  
s c h e d u l e d  f a r  e n o u g h  i n  a d v a n c e  t o  g u a r a n t e e  t h e  e d i t i n g  o f  
t h e  p a g e s  on t i m e .  Z n d s h e e t s , c o v e r  d e s i g n ,  a n d  t h e  f i r s t  
down p a y m e n t s  a r e  u s u a l l y  s c h e d u l e d  f o r  d e l i v e r y  by Decem be r  
f i r s t •
D e l i v e r y  i n  t h e  s p r i n g  i s  t r a d i t i o n a l ,  b u t  su.mraer and 
f a l l  d e l i v e r i e s  h a / e  _oany a d v a n t a g e s .  T h e s e  i n c l u d e  a f i n a n ­
c i a l  s a v i n g  o f  f r o m  f i v e  t o  t e n  p e r  c e n t ,  and a  f u l l  y e a r ’ s 
cov e r a g e  o f  e v e n t s .  S p r i n g  d e l i v e r e d  y e a r b o o k s  u s u a l l y  
r e c u i r e  a  f i n a l  d e a d l i n e  o f  a p p r o x i m a t e l y  . i a r c h  f i r s t ,  and
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o r d i n a r i l y  c o n t a i n  a  s u p p l e m e n t  t o  c o v e r  s p r i n :  a c t i v i t i e s .  
SuTTLmer a n d  f a l l  d e l i v e r e d  b o o k s  cormoonly eiAploy t h e  u s e  o f  a 
l o o s e - l e a f  a u t o g r a p h  s e c t i o n  t h a t  h a s  b e e n  s e n t  o u t  p r e v i o u s ­
l y  a n d  i s  b o u n d  i n  t h e  book  a t  t h e  t i m e  o f  p u b l i s h i n g .
R e g a r d l e s s  o f  t h e  p r i n t i n g  m e t h o d  u s e d ,  a n  e a r l y  
s t a r t  i s  n e c e s s a r y  t o  i n s u r e  c a r e f u l  w o r k . T h i s  r e q u i r e s  
t h a t  c o n t r a c t s  b e  p l a c e d  w i t h  a l l  c o m p a n i e s  c o n c e r n e d  a s  
s o o n  a s  a new b o o k  i s  p l a n n e d ,  p r e f e r a b l y  i n  t h e  s p r i n g  f o r  
t h e  e n s u i n g  y e a r .  T h i s  r e q u i r e s  a d e t a i l e d  p l a n  o f  c o n s t r u c ­
t i o n  a s  t o  t h e  d u t i e s  a s s i g n e d  a n d  worr: c o m p l e t e d  e a c h  m o nt h .
M e t h o d s  o f  i n s t r u c t i o n . A s i m p l i f i e d  M o r r i s o n  p l a n  
i s  a p p l i c a b l e  t o  t h e  p r a c t i c a l  a r t s  t y p e  o f  s u b j e c t  m a t t e r  
s u c h  a s  y e a r b o o k  w o r k .  T h i s  i n c l u d e s  e x p l o r a t i o n ,  a s s i m i l a ­
t i o n ,  o r g a n i z a t i o n ,  a n d  r e c i t a t i o n .  The m a t e r i a l  i s  d i v i d e d  
i n t o  u n i t s  a n d  a g a i n  i n t o  e l e m e n t s .  T h i s  p l a n  i s  e s p e c i a l l y  
h e l p f u l  i n  i n t r o d u c i n g  y e a r b o o k  p r o c e d u r e s  t o  a  nev/ s t a f f .
The  D a l t o n  p l a n  o f  i n s t i ’u c t i o n  i s  i n d i v i d u a l  i n  c h a r ­
a c t e r  a n d  a m o d i f i c a t i o n  o f  t h i s  p l a n  i s  c o n d u c i v e  t o  y e a r ­
b o o k  p r o d u c t i o n .  The c l a s s r o o m  i s  a l a b o r a t o r y  w i t h  t h e  
s p o n s o r  i n  c h a r g e .  A c o n t r a c t  i s  u s e d  f o r  a s s i g n m e n t s  o f  
c o p y  a n d  l a y o u t s  t o  be c o m p l e t e d  by  a s p e c i f i e d  t i m e . O t h e r  
c o n t r a c t s  a r e  u s e a  t o  a s s i g n  q u o t a  f o r  s a l e  o f  a d v e r t i s i n g .  
The s t u d e n t s  a c c e p t  i n  a d v a n c e  a j o u  w h i c h  h ius t  be c o n c l u d e d  
by a s p e c i f i e d  t i m u .  The a c t u a l  am o u n t  o f  t i m e  r e q u i r e c i  f o r  
e a c h  c o n t r a c t  d e p e n d s  e n t i r e l y  upo n  t h e  s t u d e n t ^  s i n d i v i d u a l
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a b i l i t y .  E d u c a t i o n a l  m e a s u r e m e n t s  e n t e r  i n t o  t h e  p l a n  by 
m a k in g  u s e  o f  t e s t  r e s u l t s  Kept on f i l e  by t h e  G u i d a n c e  
c o u n s e l o r  when t h e  y e a r b o o k  s t a f f  i s  s e l e c t e d .
T h e s e  p l a n s  ai*e c r i t i c i z e d  a s  be inb ;  c u r r i c u l u n ,  c e n -  
t e i ' e d , o v e r e m p h a s i z i n g  r u g g e d  i n d i v i d u a l i s m ,  a nd  l a c k i n g  i n  
s o c i a l  c o - o p e r a t i o n .  L e a r n i n g  i s  i n d i v i d u a l  i n a s m u c h  a s  
s t u d e n t s  l e a r n  f r o m  t h e i r  own a c t i v i t y ,  b u t  l e a r n i n g  i s  
f a c i l i t a t e d  b y  t h e  p r e s e n c e  a n d  h e l p  o f  o t h e r  s t u d e n t s .  The 
c o m b i n i n g  o f  c o n t r a c t  r e s u l t s  b r i n g s  a b o u t  t e a m w o r k ,  and 
n e c e s s i t a t e s  t a c t ,  c o u r t e s y ,  a n d  o t h e r  r e s p o n s e s  f o r  s u c ­
c e s s . ( S e e  A p p e n d i x  2C, p a g e  12L> f o r  s a m p l e  c o n t r a c t s . )
f f 'C .  C. R o s s , me a s û r e m e n t  s i n  T o aa y   ̂ s S c h o o l s  . (hew 
Y o r k ;  P r e n t i c e - H a l l , I n c . ,  1 9 4 7 ) ,  p .  43 1 -  '
CHAPTER VII 
THE MONTANA HIGH SCHOOL YEARBOOK SURVEY
Questionnaires were sent to 130 schools. Ninety 
schools, or approximately seventy per cent, responded. Of 
the ninety returns, eighty-seven showed that they were pro­
ducing yearbooks, and two were doing so for the first time 
in their school* s history. Three schools reported that they 
did not produce a yearbook.
This is only a partial picture as all of the schools 
did not send returns. Those reporting that they did not 
publish a yearbook stated that they limited their school 
publications to school papers or literary magazines. Several 
schools indicated that their problems and procedures were so 
different from those listed in the questionnaire, that the 
answering of the questionnaire at this time was impossible.
Major problems. Probably the most completely answer­
ed section of the questionnaire was the unit on "problems**. 
Practically all problems can be solved by reorganization and 
greater efficiency. Because of the presence of these prob­
lems, inference should not be made that the issuance of a 
school yearbook is not worthwhile. Problems are self-explana 
tory so no detailed account of them need be given. The chart 
that follows lists them according to the frequency mentioned.
-87-
- 8 8 -
TABLE I
MAJOR PROBLEMS IN MONTANA YEARBOOK PRODUCTION
E x i s t i n g  P r o b l e m s  T a b u l a t e d  R e s u l t s
Raising sufficient money ............................  37
Adviser has too many other activities................. 33
Work has to be done outside of school t i m e ........... 2?
Meeting copy deadlines ..............................  2?
Getting pictures from photographer on time ........  23
Selection of t h e m e ..................................... 17
Selection of s t a f f ..................................... 11
Limited circulation ................................... 11
Difficulty in making layouts ........................ 11
Lack sufficient equipment ............................  8
Writing c o p y .........................................  7
Lack of co-operation from faculty...................  5
Getting fair deadline dates .......................... 1
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Aims. Reasons for producing yearbooks should be both 
functional and purposeful. Those published because of custom 
or produced to gain prestige, lose some of their educational 
value for the student. However, if worthwhile aims are kept 
constantly before the students during production, more sat­
isfactory attainments will be the reward.
Replies to the section of the questionnaire dealing 
with aims for producing yearbooks, indicate that purposes 
vary throu#iout the state. The following table is a com­
pilation showing how the various schools placed the aims in 
order of importance.
TABLE I I
SUITABLE AIMS FOR PRODUCING YEARBOOKS IN MONTANA 
AS LISTED BY HIGH SCHOOL YEARBOOK SPONSORS
Aims I
Order of 
II III
Importance 
IV V VI
Reflect life of the school 40 15 8 9 3 2
Create pride in the school 16 26 17 10 4 1
Teach responsibility 12 15 15 13 15 1
School publicity 7 12 15 21 9 6
Stimulate community interest 0 6 17 19 19 6
Vocational guidance 0 3 3 5 9 41
Expression and recognition 7
Good memory book 5
Christian Social -Living 1
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Integration* There Is a definite correlation between 
producing a school yearbook and other subjects in the cur­
riculum, Integrations cited by advisers answering the ques­
tionnaires, and their comments are as follows:
TABLE III
YEARBOOK INTEGRATION WITH HIGH SCHOOL CURRICULUM
IN MONTANA SCHOOLS
Subject No. of cases Comments
Typing
English
Art
Spelling
Journalism 68
64
62
52
Bookkeeping 2 6
25
Social Living 23 
Clubs 20
Mathematics 8
No Integration 2
No matter how much school news is carried 
home verbally, it never tells all that the 
school yearbook reveals to the parents. 
Students develop a liking for journalism 
after working on a school yearbook.
Students get practice in what they have 
learned in commercial courses.
Typing is essential in putting out a 
yearbook.
Sentence structure is improved. 
Vocabularies are increased.
Copy provides training in writing.
Students make cartoons and designs that 
are used as regular parts of the annual.
Keeping the records for the staff brings 
both subjects together.
Accuracy is stressed.
There is a constant need of a dictionary.
A very practical use of spelling is demon­
strated.
Here is a chance to meet life situations.
Accurate reports are received from members 
who participate in the club periods.
Accuracy in reporting scores and computing 
totals is a regular job of staff members.
The yearbook is a self-contained project 
in itself.
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Procedures followed. The balance of this survey will 
be discussed by reproducing the questionnaire that was used, 
and then listing the compiled returns in the space that was 
provided for the individual answers.
TABLE IV
ANALYSIS OF QUESTIONNAIRES AND PRACTICES USED IN 
PRODUCING A YEARBOOK IN MONTANA
I- General Information
1- Name of school (see Appendix 2A, page 111)
2- School address (see Appendix 2A, page 111)
3“ Yearbook adviser (see Appendix lA, page 109)
4- Name of yearbook (see Appendix lA, page 109)
5“ High school enrollment (range = 25-1500) (mode = 100)
6- Does the adviser receive additional pay for supervising
the production of the yearbook? yes no
How much? range - ^50-$250 5 78
7“ Is class credit given to annual staff members?
How is it determined? by work accomplished yes no
17 66
Ô- Do students have school time allotted for work on the
annual? How many hours per week? { 0-5 ) yes no
25 55
9“ Do you train Juniors as assistants on your staff?yes no
77 4
10- Do you organize your staff in the spring? yes no
51 30
11- Do you plan your book in the spring? . . . yes no
23 59
12- Do you give yearbook awards? ............. yes no
14 69
13- Do you give scholarships to the POW WOW? yes no
37 48
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14- Is your staff represented at the M.I.E.A. Conventions?
yes no 
36 48
15- Which type of delivery do you prefer, spring, fall, 
or summer? 6 0 20
6
16- Do you make written contracts with your commercial 
photographers . . ..................  yes no
11 71
17- Are students charged "sitting fees" for their indi­
vidual pictures appearing in the class section of the 
b o o k ? ...............................  yes no
30 49
1Ô- Do organizations pay for group pictures appearing in
the yearbook?......................  yew no
23 66
19- Do organizations pay for pages used in the annual?
How much per page? range = $2.00 - $20.00 yes no
12 66
20- Does the schoolboard contribute to the financing of the 
student yearbook? How much? (any deficit) yes no
12 73
21- How many pages were in this year’s book, excluding adver­
tising and autograph pages? (23-186) (60-100 s mode)
22- Who printed this year’s book? Taylor Pub. Co.- 40
Am. Yearbook - 18 
Local Printers - 23 
Yearbook House - 4
23- Is it printed by letterpress, offset, or mimeographed?
30 52 3
24- What grades does your yearbook cover? 1 through 12-30
7 through 12- 4 
9 throu#! 12-46 
10 through 12- 4
25- How is your editor selected? Adviser, popularity vote,
37  26 publications committee, seniors, previous year’s staff.
2 11 Ô
2 6 - Who selects the balance of the staff? Editor, seniors,
28 1Ô
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popularity vote, adviser, faculty,student council.
3 30 3 3
27- How many are on the staff? { 5 - 20 - range )
28- Approximately how many complimentary copies of your 
yearbook do you hand out each year? (10-30 - range)
29- To what account is surplus annual money credited? 
General fund, annual fund, senior class.
40 16 28
30- Which of the following aims best fits your program? 
Kindly rate them in the order of importance.
Create pride in the school (see Table II, page 89)
Stimulate community interest
School publicity
Vocational guidance
Teach responsibility
Reflect the life of the school
Other_____________________________________________________
31- Which of these is your major problem?
Selection of staff (see Table I, page 88)
Meeting copy deadlines 
Raising sufficient money 
Limited circulation
Adviser has too many other activities
Lack of co-operation between faculty and annual staff 
Difficulty in making layouts and dummy 
Selection of a theme
Getting pictures from commercial photographers on time 
Writing copy
Lack sufficient equipment
Work has to be done outside of school time
Othe r_____________________________________________________
32- Yearbook activities integrate best with which of the 
following subjects and activities? (check all that 
are applicable)
Journalism English (see Table III, page 90)
Bookkeeping Art 
Spelling Social Living
Clubs Mathematics
Typ i ng Othe rs_____________________________________
I I -  S u b s c r i p t i o n s
1 -  I s  t h e r e  a n  a c t i v i t y  f e e  i n  y o u r  s c h o o l  t h a t  i n c l u d e s
t h e  p a y m e n t  o f  t h e  a n n u a l ? ................................ y e s  no
8 74
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2- What is the approximate percentage of the students 
that subscribe? ( 45 - 100 ) (Ô5 % = mode )
3 - What do you charge for the annual? ( $1.5,0 - $4.00 )
Annuals averaging around 60 to 100 pages sold for $3.00.
4- Do you accept installment payments for subscriptions?
If yes, what per cent? mode ■ 50 yes no
51 34
III -Advertising
1- Do you sell advertising space in your book? yes no
80 5
2- What kinds of advertising does your book contain? 
display, pictorial, booster lists, page sponsors,
18  12  10  8 
a combination of several types.
37
3- When you sell advertising space, do you collect in full 
at the time you sell the advertising? yes no
59 15
4- Have your advertising rates been increased in the 
past three y e a r s ? .......................... yes no
24 58
5- What do you charge for display advertising?
1 page display ad ( $5 - $ 8 0 = range)
i page display ad ( $3 - $50 = range)
Î page display ad ( $2 - $30 = range)
1 page display ad { $30 = mode)
6- If you use "page sponsors", what do you charge per 
p a g e ? .......................... ( $5 - $20 = range)
( $10 z mode)
7- Does your annual accept ads for beer, cigarettes, 
taverns, or none of these? 8 12
38 27
8- When you approach an advertiser, do you have suggested 
copy and layout ready for him? yes no
48 36
IV- Specific
1- Have you had success with a particular way of raising 
funds? Explain. (see Chapter V, page 32)
2- List expenses incurred that you did not anticipate.
(see comments, page 95)
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Comments. Many interesting comments were listed under 
each category. Some comments were vitriolic on certain 
items, but this type of comment was decidedly in the minor­
ity. A few typical observations and comments have been 
picked at random on the following questions.
Question 15: Which type of delivery do you prefer,
spring, summer, or fall?
1- "Students are available for editing in the spring."
2- "Fall deliveries are inconvenient."
3- "Fall deliveries make it possible to have full
coverage of spring activities."
4- "Spring deliveries make it easier to sell annuals."
5- "Spring delivery of annuals make a good climax to 
the school year."
6-"We like spring delivery because the students want 
the other students to write all over them."
7- "Fall delivery gives us deadlines that do not rush 
production."
8- "If we don’t have spring delivery, I have to 
deliver the annuals to the customers myself."
9- "Spring delivery lets you start fresh each school 
year."
10- "Spring delivery permits autographs before gradu­
ation. "
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Question 25: How is your editor selected?
"1 am quite particular as to who becomes editor, bus­
iness manager, and other important jobs. I frequently refuse 
to approve a person who has too much to do if I feel that he 
will not be able to carry out his yearbook assignment."
IV- Specific, Question 1; Have you had success with 
a particular way of raising funds? Explain.
1- "We’ve included the grade school pictures and
activities in our annual and it has increased 
our sales."
2- "This year we are selling brands for $1.50."
3- "Contests between classes in annual sales to
students proved effective; also choosing an an­
nual queen created interest."
4- "We’ve had fun with our annual sales assembly.
In fact it’s the best work that the staff does."
5- "I make an accurate budget in September. I have
had long experience so that I know just what I 
want done and most important, when."
Getting pictures from commercial photographers on 
time, was listed as number five in major problems. This is 
an interesting fact when viewed through comments made. Fifty 
per cent of the schools that reported, listed poor photog­
raphy, poor delivery, or costs beyond expectations, as their 
biggest source of trouble.
CHAPTER VIII 
ADVISORY SERVICES
Montana Interscholastic Editorial Association, This 
organization was founded prior to 1919 by the School of 
Journalism, Montana State University. The purpose of the 
organization is to help Montana High Schools to produce bet­
ter yearbooks and school newspapers. There is no other 
organization like it in Montana, A monthly paper, The Edi­
tor . is published to give criticisms of school publications, 
and suggestions for their improvement. Timely news of forth­
coming meetings to be held at the School of Journalism is 
also published in The Editor, (See Appendix 4A, page 114, 
for address data in regard to advisory services,)
The activities of the M,I.E.A, are the one week POW 
VjOW held each summer for staff members; the Interscholastic 
Week held in May or June; and the M.I.E.A, Convention which 
is usually held in October. In addition, regional meetings 
are conducted whenever they are feasible.
Journalism scholarships are given to deserving pros­
pective students, and a critical service is offered for both 
high school yearbooks and newspapers. Score sheets are sent 
out telling what is creditable; also suggestions are given 
for improvement. Silver keys are given each year to the most 
deserving student in each high school having membership in
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the Revolving cups and smaller trophies are awarded
for the best stories submitted. Such an organization as the 
M.I.E.A. can contribute much to the success of all high school 
publications.
National Scholastic Press Association. This organ­
ization was founded in 1921 at Madison, Wisconsin under the 
name of the Central Interscholastic Press Association. 
Headquarters were moved to the University of Minnesota in 
1 9 2 6 and the name was changed to the National Scholastic 
Press Association in 1928. The association benefits high 
schools only as the Associated Collegiate Press was formed 
for college members. The purpose of this association is to 
federate high school publications.
The Scholastic Editor, a national magazine which dis­
cusses problems and procedures of editing and management, is 
made available for the improvement of school publications; 
also scorebooks, guidebooks, and manuals may be purchased 
for a nominal fee. A critical analysis of school newspapers, 
magazines, and yearbooks is also offered by the National 
Scholastic Press Association. A loan service of outstanding 
student publications is available to schools desiring to 
inspect them. Conventions are held and short courses in 
student journalism are conducted in Decent) er of each year.
Schools desiring further information should address: 
Fred L. Kildow, director. National Scholastic Press Associa-
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■fcion, University of Minnesota, Minneapolis 14, Minnesota.
National School Yearbook Association. This is a 
service organization for school people, organized for the 
purpose of aiding staff members and sponsors of high school 
and college yearbooks. The critical service is for annuals 
produced by any method, but especially for offset books.
The judges inspect each book page-by-page, and make ample 
marginal comments about good and bad features.
Photolith, a national magazine for yearbook staffs, 
started publication in 4-950, and is published monthly with 
the exception of June, July, and August by the National 
School Yearbook Association. The magazine is concerned 
entirely with yearbook editing and management. For further 
details contact National School Yearbook Association, 3219 
Ozark Street, Houston, Texas.
The Columbia Scholastic Press Association. The Colum­
bia Press was organized in 1924 at Columbia University and 
offers services similar to the National Scholastic Press As­
sociation. The headquarters are at Columbia University, 202 
Fayerweather Hall, New York City, New York.
CHAPTER IX
SUMIvIARY, CONCLUSIONS, AND RECOMMENDATIONS
Summary. The purpose of this paper is to discuss 
procedures and problems involved in publishing a school 
yearbook. This paper is a manual for use by advisers, 
editors, and members of yearbook staffs.
High school yearbooks are commonplace in modern edu­
cation, and are annual reports to the public. Since their 
meager beginning, they have developed into publications of 
quality and detail. Staff members must be selected with 
care, and to assure continuity of effort, junior assistants 
should be trained. Yearbook staffs should be supplied with 
proper equipment, if they are to achieve proper results.
Every school, regardless of size, should publish a 
yearbook, since there is an annual to fit every budget.
Staffs should depend principally upon subscriptions and 
advertising to finance their publication.
Coverage of yearbooks is similar regardless of the 
size of the school it represents. Good photography, with 
enough copy to explain the pictures, should be the dominating 
principle, while art work, theme, and color should be used 
in moderation. Informal balance has been found to be less 
monotonous than formal balance. Pictorial advertising and
—1 0 0 —
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o f f s e t  p r i n t i n g  a r e  r a p i d l y  r e p l a c i n g  o l d e r  m e t h o d s .  S p r i n g  
d e l i v e r y  i s  t r a d i t i o n a l ,  b u t  h a s  many d i s a d v a n t a g e s .  A 
m o d i f i e d  D a l t o n  P l a n ,  u s i n g  t h e  c o n t r a c t  m e t h o d  o f  i n s t r u c ­
t i o n ,  i s  p r e f e r r e d .
M o s t  s t a f f s  f i n d  t h a t  f i n a n c i n g  t h e  y e a r b o o k ,  g e t t i n g  
p i c t u r e s  f r o m  c o m m e r c i a l  p h o t o g r a p h e r s  on s c h e d u l e , a n d  
p r o c u r i n g  s u i t a b l e  p i c t u r e s  a t  a  f a i r  p r i c e ,  c o n s t i t u t e  t h e i r  
b i g g e s t  p r o b l e m s .  M os t  o f  t h e s e  p r o b l e m s  c a n  be o v e r c o m e  b y  
r e o r g a n i z a t i o n  a n d  g r e a t e r  e f f i c i e n c y .  The a i m s  f o r  p r o ­
d u c i n g  y e a r b o o k s  v a r y ,  b u t  c r e a t i n g  p r i d e  i n  t h e  s c h o o l ,  a n d  
p o r t r a y i n g  s t u d e n t  a c t i v i t y  p r e d o m i n a t e .  Any w o r t h w h i l e  a i m  
k e p t  c o n s t a n t l y  b e f o r e  t h e  s t a f f  w i l l  a s s u r e  more  s a t i s f a c ­
t o r y  r e s u l t s .  T h a t  t h e r e  i s  a  d e f i n i t e  i n t e g r a t i o n  b e t w e e n  
p r o d u c i n g  a  s c h o o l  y e a r b o o k  a n d  o t h e r  s u b j e c t s  i n  t h e  c u r ­
r i c u l u m  i s  a g r e e d  u p o n  b y  t h o s e  s c h o o l s  r e p l y i n g  t o  t h e  
q u e s t i o n n a i r e s .  P r o c e d u r e s  f o l l o w e d  v a r y  i n  s c h o o l s  o f  
e q u a l  s i z e  a n d  v a r y  g r e a t l y  b e t w e e n  s c h o o l s  o f  u n e q u a l  s i z e .  
O r g a n i z a t i o n s  t h a t  o f f e r  a d v i s o r y  s e r v i c e s  c a n  c o n t r i b u t e  
much t o  t h e  s u c c e s s  o f  s c h o o l  p u b l i c a t i o n s .
C o n c l u s i o n s . Y e a r b o o k  p u b l i c a t i o n  i s  a n  e x p e n s i v e  
p r o j e c t .  D o e s  t h e  f i n i s h e d  p r o d u c t  j u s t i f y  t h i s  e x p e n d i t u r e  
o f  t i m e  a n d  money?  A d v i s e r s  c o n t e n d  t h a t  t h e  e d u c a t i o n a l  
v a l u e s  t o  t h e  s t a f f ,  a n d  t h e  i n c r e a s i n g  w o r t h  o f  t h e  book  
a s  t h e  y e a r s  go b y ,  do j u s t i f y  t h e  t i m e  a n d  money p u t  i n t o  
t h e  a n n u a l .  Y e a r b o o k s  e n a b l e  s t u d e n t s  t o  r e c o r d  t h e i r  
a c c o m p l i s h m e n t s ,  a n d  t h e  p u b l i c  t o  r e c o g n i z e  w h a t  t h e  s c h o o l
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is doing.
If the yearbook is to continue as the quality publi­
cation of the school, reorganization of the staff and more 
efficient methods will be required; also a complete coverage 
of the significant in school life.
Yearbook production, as a curriculum subject, is yet 
in a formative stage. That this work has not been systema­
tized, is acknowledged by varied replies on the question­
naires. Yet, indications point to a realization of the 
value of school yearbooks in the curriculum. Judging from 
the results of the survey, school annual production does 
offer integration with curriculum subjects in countless 
ways. Since such is the case, yearbooks will continue to be 
an integral part of the curriculum, and will attain increas­
ing' importance and recognition.
Recommendations. This investigation could be used as 
a guide for further study, as very little has been done in 
the field of yearbook editing and management. On the basis 
of data obtained, the following recommendations are offered:
1- Annual advisers and staffs should re-evaluate 
yearbook programs and place a new emphasis on worthwhile 
aims.
2- Yearbooks should eliminate all material that could 
be carried elsewhere in other school publications.
3- Sponsors should be hired, not appointed, to super­
vise the yearbooK staff. This will insure filling the
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position with a qualified adviser. If a school annual must 
be produced outside of school hours, the adviser should re­
ceive from $100 to $500 additional pay per year depending 
upon the size of the production.
4- Certification standards for yearbook advisers 
should be established by the state department based upon 
specialized training.
5- Staff members should be selected on the basis of 
merit and fitness for the tasks that they are to perform.
6- Superintendents should see that annual staffs are 
supplied with the necessary equipment needed for editing and 
management.
7- Although good publications are self-sustained, 
school boards should budget an amount, set by custom, that 
the yearbook staff may use in order that the publication may 
not regress from the established standards.
8- Business managers should sponsor a movement to have 
the yearbook subscription incorporated into the student 
activity fee, and thus approach a one hundred per cent cover­
age of the student body.
9- Annual staffs should establish a class as a sub­
division of their yearbook program to train their salesmen.
10- Staffs should avoid any method of raising money 
for financing the yearbook that is not directly connected 
with the school, or which has little or no educational value.
11- Yearbook layout should follow along similar lines
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that Time Magazine observes. Staffs and advisers should see 
their production as others will obviously see it and compare 
it to good editing.
12- Care in the selection of publisher and commercial 
photographer is important as the best of ideas are of little 
value if poor photography and poor reproduction are permitted.
13- Covers should be in keeping with the contents that 
they are to enclose, since there is little object in spending 
hundreds of dollars on a cover that binds inferior pages.
14- All schools should make a place in the curriculum 
for the school annual with credit given to the staff members. 
This credit should be based upon work accomplished by the 
individuals.
15- Yearbooks should be planned and staffs organized 
in the spring for the ensuing year.
16 - Yearbook staffs that find it difficult to finance 
their annual, when reproduced by the letterpress method, 
should switch to offset printing as it is more economical.
17- Advertising managers should examine their adver­
tising rates because some staffs are charging less for the 
advertising than the cost of its reproduction. A good for­
mula to follow is to charge three times the total costs for 
reproduction.
1Ô- Better photographic service could be made avail­
able if yearbook advisers would exchange information regard­
ing commercial photographers.
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19- All staffs should subscribe to Photolith and The 
Scholastic Editor and keep abreast of the modern trends of 
yearbook editing.
20- Yearbook staffs should make use of state and 
national advisory services.
21- Since yearbook editing and management has no super­
vision from the State Department of Education at this time,
it would seem that this phase of education is being neglected 
and it should be included so that standardized methods and 
procedures could be followed.
22- Superintendents should provide opportunities for 
students to work on the yearbook if they so elect.
23- Yearbook advisers should investigate the claim 
made by commercial photographers that publishing companies 
are putting undue pressure upon them by forcing them to meet 
deadline dates far ahead of any schedule that the publishing 
company must fulfill.
24- Classtime for annual production should be estab­
lished as follows: two classes per week should be devoted 
to the history and development of yearbook procedures, two 
and one-half classes per week should be spent in actual work 
on the annual, and one-half class period should be utilized 
in criticism and discussion of what has been accomplished.
25- If administrators and the general public were 
better acquainted with the chosen objectives of the yearbook 
staff, better public relations would exist.
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APPENDIX - lA
Directory of Yearbook Advisers 
Montana High Schools 
1952-1953
Name Yearbook City
Walston, Roine 
Furlong, Noel D. 
Campbell, H. B.
Sister M, Peter Damai 
Lakarich, A. L.
De Brum, Lester 
Heftie, L. W.
Rae, R. & Skinner, D. 
Lane, Harrison 
Moore, Dorothy 
Brock, R. D.
Shuyler, Doris 
Conwell, Gertrude 
Harsch, Henry 
Mitchell, Ruby 
McFerrin, Howard H. 
McCurdy, E. B.
Childs, Kathleen 
Bowen, Floyd 
Terhaar, Jerome 
Dewitt, Lloyd L. 
Hanson, Cliff 
Sheldon, Walter M. 
Welsh, Donald H. 
Haburchak, N. T. 
Flightner, J. K. 
Slavsky, Clifford 
Kemmesat, LeRoy P. 
Patterson, Edward 
Curtis, Homer L. 
Lodge, B.W. & Black, 
Wilson, Reva 
Maitin, Joseph 
Stayton, R. L.
Wright, E.K* & Hoyt, 
Gundlach, Louis V/. 
Johnstone, Bill 
Duff, Ross I.
Brown, Doris 
Grissom, Adaline 
Wirtzberger, Marlys
Husky
Beacon Flashes 
Big Stack 
n, G.P. Rockalite 
The Warrior 
Wapita 
Spartan 
The Bat 
The ”53 er”The Husky Herald
Le Lac
The Pioneer
The Timberline
Kyote
The Scout
”Ketochi”
The Charlo Viking 
The Coyote 
Chinook Breeze 
Wildcat 
Coal Dust 
Whoop Up Trail 
The Cowboy 
The Cougar 
The Wolf 
”E1 Capitan" 
Dentonian 
Powell 
The Beaver 
Memories 
W.B. Coyote"Drommonda” 
Mustang 
The Eagle 
Richard Falcon
Forsyth Dogie
PioneerThe Falcon
The Wapiti
Safari
The Scotty
Absarokee
Alberton
Anaconda
Anaconda
Arlee
Augusta
Baker
Belfry
Belgrade
Belt
Bigfork
Big Sandy
Big Timber
Billings
Bridger
Cascade
Charlo
Chester
Chinook
Circle
Colstrip
Conrad
Culbertson
Custer
Cut Bank
Darby
Denton
Deer Lodge
Dillon
Dixon
Dodson
Drummond
Ennis
Fairfield
Florence Carlton
Forsyth
Fort Benton
Fromberg
Gardiner
Geraldine
Glasgow
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Directory of Yearbook Advisers (continued)
Name Yearbook City
Farnum, Jo, Miss Dawsonian Glendive
Phelan, Clara M. The Roundup Great FallsSister Mary Helen The Chimes Great Falls
Van Hour, Marion The Yearling HamiltonRiebeth, C & Score, Dean The Big Horn Hardin
Jones, Ross M. The Engineer Harlowton
Sister M. Giswaldo The White Shield Hays
Kirkpatrick, Fay Vigilante Helena
Sister M. Francis The Pine Log Helena
Warner, Chris F. Savage Hot Springs
Hopper, Stewart Remuda Jordan
Kamerzell, Helen "Laurels" Laurel
Day. A. L. Golden Eagle LewiStown
Gillespie, 0. L. Tamarack Libby
Hendrickson, A. D. Tiger Manhattan
Van Vliet, William The Messenger Manhattan
Andreasen, Irving Honker Medicine Lake
Wehr, Olive & Hoffman, Irene Branding Iron Miles City
Bartholomew, C. B. The Bitter Root Missoula
Sister Lawrence of Jesus T|ie Pine Cone Missoula
Tetlie, Harold M. The Viking Opheim
Erickson, Christine The Grantonian Philipsburg
Hearst, Mildred Llano Plains
Myers, Leo Treasure Chest Plentywood
Swank, Eunice, Miss Smoke Signals Poplar
Evans, William R, (not decided) Red Lodge
Stauffer, Harold M. "The Brier" Rosebud
Agte, Milton Harold The Rodeo Roundup
McFarlane, Dale Panther Saco
Tong, Laurita R. The Spartan Scobey
Randall, R. R. The Coyote Shelby
Ramer, Lois, Mrs. "Trailblazer" Sheridan
Page, Ethel M. Stagecoach SidneyNelson, Clayton The Wolf StanfordZupan, William L. Pow-Wow Sand CouleeBugli, Gloria Bonanza SuperiorMyhre, Patricia, Miss Prairian TerryLeonard, Lewis Y . The Blue Hawk Thompson FallsMalmborg, L. E. The Headwaters Three ForksBaun, Albert The Bulldog TownsendSiegle, Harold The Trojan TroyTidyman, J. A., Mrs. The Pirate VictorBennets, Bonnie "The Trail" WhitehallHoose, Mary M. , I4iss Longhorn WibauxDwyer, Agatha & Squires, L« The Fang Wolf PointSmith, Warren J . Qua Quie St. Ignatius
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APPENDIX - 2A
SCHOOLS RESPONDING TO QUESTIONNAIRES
Name Location
Absarokee High School
Alberton High School
Anaconda High School
Anaconda Central High School
Arlee High School
Augusta High School
Baker High School
Belfry Public High School
Belgrade High School
Belt Valley High School
Bigfork H i ^  School
Big Sandy High School
Sweet Grass County High School
Billings Senior High School
Central Catholic High School
Holy Rosary High School
Bridger High School
Cascade Public School
Charlo High School
Chester High School
Chinook High School
Circle High School
Colstrip High School
Columbus High School
Conrad High School
Culbertson High School
Custer High School
Cut Bank High School
Darby High School
Denton High School
Powell County High School
Beaverhead County High School
Dixon High School
Dodson Public School
Drummond High School
Ennis High School
Fairfield High School
Florence Carlton High School
Forsyth High School
Fort Benton High School
Fromberg High School
Gardiner High School
Geraldine High School
Absarokee, Montana 
Alberton, Montana 
Anaconda, Montana 
Anaconda, Montana 
Arlee, Montana 
Augusta, Montana 
Baker, Montana 
Belfry, Montana 
Belgrade, Montana 
Belt, Montana 
Bigfork, Montana 
Big Sandy, Montana 
Big Timber, Montana 
Billings, Montana 
Billings, Montana 
Bozeman, Montana 
Bridger, Montana 
Cascade, Montana 
Charlo, Montana 
Chester, Montana 
Chinook, Montana 
Circle, Montana 
Colstrip, Montana 
Columbus, Montana 
Conrad, Montana 
Culbertson, Montana 
Custer, Montana 
Cut Bank, Montana 
Darby, Montana 
Denton, Montana 
Deer Lodge, Montana 
Dillon, Montana 
Dixon, Montana 
Dodson, Montana 
Drummond, Montana 
Ennis, Montana 
Fairfield, Montana 
Florence, Montana 
Forsyth, Montana 
Fort Benton, Montana 
Fromberg, Montana 
Gardiner, Montana 
Geraldine, Montana
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SCHOOLS RESPONDING TO QUESTIONNAIRES (continued)
Name Location
Glasgow High School
Dawson County High School
Great Falls High School
Central Catholic High School
Hamilton High School
Hardin High School
Harlowton High School
Helena Public High School
St. Marys of The Mount
Mission High School
Hot Springs High School
Garfield County High School
Laurel High School
Fergus County High School
Libby High School
Manhattan High School
Manhattan Christian High School
Medicine Lake High School
Custer County High School
Missoula County High School
Sacred Heart Academy
Opheim High School
Granite County High School
Plains High School
Plentywood High School
Poplar High School
Red Lodge High School
Rosebud High School
Roundup High School
Saco High School
St. Ignatius High School
Scobey High School
Shelby High School
Sheridan High School
Sidney High School
Stanford High School
Stoekett-Sand Coulee High School
Superior High School
Terry High School
Thompson Falls High School
Three Forks High School
Broadwater County High School
Troy High School
Valier High School
Victor High School
Whitehall High School
Vvibaux County High School
Vi/olf Point High School
Glasgow, Montana 
Glendive, Montana 
Great Falls, Montana 
Great Falls, Montana 
Hamilton, Montana 
Hardin, Montana 
Harlowton, Montana 
Helena, Montana 
Helena, Mont ana 
Hays, Montana 
Hot Springs, Montana 
Jordan, Montana 
Laurel, Montana 
Lewis town, Montana 
Libby, Montana 
Manhattan, Montana 
Manhattan, Montana 
Medicine Lake, Montana 
Miles City, Montana 
Missoula, Montana 
Missoula, Montana 
Opheim, Montana 
Philipsburg, Montana 
Plains, Montana 
Plentywood, Montana 
Poplar, Montana 
Red Lodge, Montana 
Rosebud, Montana 
Roundup, Montana 
Saco, Montana 
St. Ignatius, Montana 
Scobey, Montana 
Shelby, Montana 
Sheridan, Montana 
Sidney, Montana 
Stanford, Montana 
Sand Coulee, Montana 
Superior, Montana 
Terry, Montana 
Thompson Falls, Montana 
Three Forks, Montana 
Townsend, Montana 
Troy, Montana 
Valier, Montana 
Victor, Montana 
VJhitehall, Montana 
Wibaux, Montana 
Wolf Point, Montana
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APPENDIX - 3A 
COPY OF LETTER SENT VJTTH QUESTIONNAIRES
Sponsor of the school yearbook;
With a view to wise guidance of students in yearbook 
production, I am endeavoring to determine procedures used 
in this activity in various schools in Montana. Several 
schools have been recommended to me as worthy of study. As 
one of these, I am writing you with the hope that you will 
be able to find time to answer the enclosed questionnaire.
I am sending this out with the idea of gathering 
information to help our next year* s staff. I also wish 
permission to use some of the information in writing a 
professional paper.
I will be glad to send you a copy of the compiled 
results of this survey if you care to give me the requested 
information in regard to your school yearbook.
Sincerely yours,
E. B. McCurdy
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APPENDIX - 4A 
DIRECTORY OF PUBLISHERS
TEXTBOOKS
Editing: the Yearbook, written and published by the 
Benson Printing Company, Nashville, Tennessee. I95I revised 
edition, ^5.00.
Practical Yearbook Procedure, written by Benjamin W. 
Allnutt, and published by H. C. Roebuck and Company, Balti­
more, Niaryland. 1951 edition, 47.50
School Yearbook Editing and Management, written by 
C. J. Medlin and published by the Kansas State College Press, 
Manhattan, Kansas. 1951 revised edition, ^4*00. Order from 
The National Scholastic Press Association.
A Manual of Extracurricular Activiti es, written and 
published by Albert Mock, 5752 East VJashington Street, In­
dianapolis 19, Indiana. 1950 edition, 41.25*
The Secretary* s Handbook, written by Sarah Augusta 
Taintor and Kate M. Monro, and published by The Macmillan 
Company, 350 Mission St., San Francisco 5, California. 1952 
edition, ^3.95.
This Is Photo graph y . written by Thomas H. Miller, and 
%yatt Brummitt, and published by the Garden City Publishing 
Co., New York. 1945 edition, ^2.00, on sale at Kodak Dealers,
Eighth Production Yearbook, produced by Graphic Arts 
Industries and published annually by Colton Press, 4 6 8 Fourth 
Ave., New York, $15.00.
Kodak Referenc e Hand book, Materials, Processes, Tech­
niques , Eastman Kodak Company, Rochester 4, New York. 1948 
edition, 44.00. On sale at Kodak dealers.
MAGAZINESPhotolith, published monthly with the exception of 
June, July, and August by The National School Yearbook As­
sociation, 3 2 1 9  Ozark St., Houston, Texas, 43.00 a year.
The Scholastic Editor, published monthly nine times 
during the year by the National Scholastic Press Association, 
18 Journalism Building, University of Minnesota, Minneapolis 
1 4 , Minne sota, ^3.00
The Editor, published monthly by the M.I.E.A., School 
of Journalism, Montana State University, Missoula, Montana. 
Subscription is free to members. This paper is not publish­
ed during the summer months.
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The following may be purchased from the N.S.P.A, at 
50 cents per single copy.
N.S.P.A. Newspaper Scorebook.
A.G.P, Newspaper Scorebook.
A.G.P. Newspaper Manual.
A Manual and Scorebook for Editors and Staffs of
Student Magazines.
A Manual of Types.
Primer of Yearbook Layout.
The following may be purchased from the N.S.P.A. for 
vl . 2 5  per single copy.
Yearbook Guidebook.
Yearbook Management. National School Yearbook Asso­
ciation, 5 0 cents.
The following are free materials. Order from publisher,
Yearbook Architecture, Champion Paper and Fibre Co., 
Hamilton, Ohio. 1951 edition.
Better Yearbooks, Warren Paper Company, 6 9 Broad St., 
Boston, Mass. 1949 edition.
How Will It Print by Offset, S. D. Warren Go., Ô9  
Broad St., Boston, Mass. 1950 edition.
Quality by Smithcraft, The S.K. Smith Go., 2857 N. 
Western Ave., Ghicago, 111.
Division Pages, The Galifornia Art and Engraving Go., 
2121 Allston Vv'ay, Berkeley 4 , Galif. 1947 edition.
What Does Your Yearbook Cost? Produced by Walter 
V^ilcox, Department of Journalism, University of Wyoming, 
Laramie, Wyo., 1952.
Graphic Arts Bulletin, Eastman Kodak Go., Rochester 4, New York, Volume No. I4 , 1952 edition.
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Kodak Materials for the Graphic Arts, Eastman Kodak Co., Rochester 4, New York.
The Modern Art of Printing. Reprinted from the 
October issue of Fortune. 1949, 350 Fifth Ave., New York 1.
Lithography^ s Place in Printing Production. by H. C. 
Latimer, Lithographers,National Association Inc., 12? N. 
Dearborn St., Chicago 2, 111.
Color in College and High School Yearbooks, Taylor 
Publishing Co., Post Office Box 597, Dallas, Texas. 1952.
Your Yearbook, Newsfoto Publishing Company, San 
Angelo, Texas.
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APPENDIX IB
THE CHARLO VIKING CLUB CONSTITUTION
Preamble. We, the members of the Charlo Viking Club, 
in order to create pride in our school, stimulate community 
interest, and give our school publicity, do hereby estab­
lish this constitution.
ARTICLE I
Name. The name of this organization shall be The 
Charlo Viking Club.
ARTICLE II
Purposes. The purposes of this club shall be: (1)
to publish a pictorial yearbook that shall meet the desires 
of our school and community, (2) to train underclassmen so 
that they will be prepared to produce better yearbooks, and 
(3) to record the events of the school year.
BY-LAWS 
ARTICLE I
Order of business. The order of business shall be:
(1) meeting called to order by the president, (2) roll call, 
(3) minutes read and approved, (4) treasurer’s report, (5) 
communications read, (6) committee reports, (7) unfinished 
business, (Ô) new business, and (9) adjournment.
ARTICLE II
Memb ership. Any member of the senior class is invited 
to become a member of the club and such other underclassmen 
as may be selected by the editorial and publication
-lié-
committees. All members to remain in good standing must pay 
dues, maintain a average, and be accepted on the basis
of a written application and personal merit.
ARTICLE III 
SECTION I
There shall be a publications committee composed of 
the superintendent of the school, the adviser of the Charlo 
Viking Club, the adviser of the Skyline Club, and the spon­
sor of the sophomore class.
SECTION II
There shall be an editorial committee composed of the 
adviser, assistant editor, the editor, business manager, ad­
vertising editor, and the art editor.
SECTION III
The assistant editor shall be selected by the publi­
cations committee from the sophomore class. He shall serve 
as editor during his senior year and as assistant during his 
junior year.
SECTION IV
The editorial committee shall select assistants from 
the sophomore class to serve during their junior year. The 
assistants shall replace the regular staff members during 
their senior year. Assistants selected shall be as follows: 
(1) business manager, (2) art editor, (3) advertising editor, 
and, (4) others that the editorial committee may consider 
necessary.
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SECTION V
There shall be a membership committee composed of the 
editor and the adviser. Their duty shall be to select the
balance of the staff and club members.
SECTION VI
The Charlo Viking Staff shall consist of an editor, 
assistant editor, business manager, assistant business man­
ager, advertising editor, assistant advertising editor, art 
editor, assistant art editor, sport editor, literary editor, 
activity editor, administration editor, school life editor, 
associate activity editor, editor of the album sections, and 
such other editors, associates, typists, and salesmen as are 
needed. These shall be added at the discretion of the editor
and with the consent of the adviser.
SECTION VII
The editor is automatically president of this club, 
the assistant editor shall be vice-president, and the bus­
iness manager shall be the secretary-treasurer.
SECTION VIII
The student council shall approve the list of activ­
ities to be accredited to the senior for publication in the 
yearbook.
SECTION IX
The price to be charged for the yearbook shall be 
determined by the student council, but may be vetoed by the 
yearbook adviser.
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SECTION X
The yearbook publisher and commercial photographer 
shall be selected by a majority vote of the entire club. 
Written contracts must be made with both the publisher and 
photographer.
SECTION XI
A quorum shall consist of not less than sixty per 
cent of the membership.
SECTION XII
The adviser shall have no vote, but shall have veto 
power on all decisions.
SECTION XIII
The president shall have a vote upon all decisions.
SECTION XIV
The president shall call meetings, when necessary, 
with the approval of the adviser, and the consent of the 
superintendent of the school.
SECTION XV
All funds shall be deposited in the Charlo Activity 
Fund, be properly receipted, and credited to the Charlo 
Viking Club.
SECTION XVI
All payments shall be made by check, signed by the 
superintendent and the Viking Club business manager. Bal­
ances shall be checked by the business manager whenever 
deposits or withdrawals are made.
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SECTION XVII
Any staff member may be recalled. Any dropped member 
shall be replaced by the method listed in this constitution 
for that position, and from the same class.
SECTION XVIII
Members shall all pay a membership fee which shall be 
determined by the editorial committee.
SECTION XIX
Some Viking symbol or design must appear on the cover 
of the yearbook each year.
SECTION XX
The title of the annual must be The Charlo Viking,
SECTION XXI
There shall be a scholarship fund of thirty dollars 
set aside each year for the purpose of partially defraying 
the expenses of The Charlo Viking editor while in attendance 
at the POW WOlAl. The alternate shall be the art editor.
SECTION XXII
All students working on the annual will receive jour­
nalism credit for satisfactory work done. This will be 
based upon the amount of advertising sold, copy produced, 
layouts completed, or pictures submitted.
SECTION XXIII
The editor of The Charlo Viking can not hold the 
office as president or secretary of any school organization. 
Neither may he be editor of any other school publication.
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SECTION XXIV
This constitution and by-laws must be approved by not 
less than two-thirds of the members of the club. Approval 
must also be made by the student council, yearbook adviser, 
and the superintendent of the school.
SECTION XXV
The above by-laws, and, or, constitution may be 
amended whenever two-thirds of the members deem it neces­
sary, and with the approval of the adviser, the student 
council, and the school superintendent.
APPROVED BY
President of the club
Yearbook adviser
President of the student council
Superintendent of the school 
Date
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APPENDIX - 1C
YEARBOOK ADVERTISING AGREEÎŒNT V.TITH THE CHARLO VIKING CLUB 
Date
Firm
Address
Display Ad, - Cash_________________  Billed_
Wording desired, __________________________
Cuts,
Pictures,
Page sponsoring, - Cash, _____________ Billed,
Slogan desired, _______________________________
Booster, - Cash, _________________  Billed, ___________________
Rates
Sponsoring full page . . $10.00
Full page display ad . . $30.00
1/2 page display ad . . $16.00
1/4 page display ad . . $9.00
l/S page display ad . . $5.00
I hereby agree to purchase advertising space, as listed
above, and further agree to pay   for this service.
By ________________________________________Representative of the firm
We hereby agree to submit correct copy.
By ________________________________________
Y e a r b o o k  r e p r e s e n t a t i v e
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APPENDIX - 2C
CONTRACTS TO BE USED WITH THE "DALTON PLAN" OF INSTRUCTION
Editor of the Charlo Viking;
I realize that it is my duty as a member of the Vik­
ing Club to co-operate in every way possible to make the 
1952-1953 yeg^rbook a success. Therefore I assume full re­
sponsibility for the editing of the following pages;_______
I further agree that they shall completed satisfactorily 
b y ___________________________________________________ .
Signed__________________________
Business Manager of the Charlo Viking;
Inasmuch as the Viking Club has set an advertising 
quota of $000.00, I accept my individual quota of 1 0 0 . 0 0 .
I promise to use salesmanship methods as outlined by the 
advertising editor, make only the calls that are assigned 
to me, and endeavor to surpass my quota.
Signed__________________________
Circulation Manager;
My signature below indicates that I am aware of the 
fact that I shall forfeit all rights to my deposit on my 
yearbook subscription if I do not pay the balance within 60 
days after the finished books arrive. If my book must be 
mailed to me, I will furnish the address and pay the postage.
S i gne d__________________________
Editor of the Charlo Viking;
As representative of the Charlo_
I hereby contract the use of_______  pages in the 1953 year­
book and agree to pay $5*00 per page above the cost of the 
pictures. I also agree to pay the cost of all pictures my 
organization uses.
President of the organization
Sponsor of the organization
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APPENDIX - 3C
AQcKEEmm BETWEEN THE CHARLO VIKING CLUB AND PHOTOGRAPHER
THIS AGREEPIENT, Made and entered in this ______  day
of ___________ , A.D.  , between the _____________
 _________ »  > partyof the first part and the __________________________________
party of the second part.
WITNESSETH, That the said
who hold a legal Montana Photographer’s License hereby 
agrees for the consideration hereinafter stated, to furnish 
the party of the second part photography work to wit :
Senior portraits ( 3x5 ) mounted __________  a dozen.
One mounted portrait (8x10) free with each order of two 
dozen mounted.
Billfold portraits ___________ per dozen.
Tinting of portraits S. _____________ each.
Two glossy prints of each senior furnished free of charge 
for use in the annual, where one dozen or more mounted 
portraits are purchased by said senior.
_______  seals are to be given free with each mounted por­
trait .
Group pictures taken, and enlarged or reduced to speci­
fications not to exceed (8x11) inches. One glossy print
is to be furnished at   . Additional prints
are to be supplied in T5x7) ^   each.
One glass framed composite of the seniors is to be given 
to the school free of charge.
Underclassmen portraits are to be taken and supplied at
  per dozen for wallet size. If a dozen
are purchased, a free glossy print will be furnished for 
use in the annual free of charge. If a student does not 
purchase wallets in dozen lots, the party of the second
part agrees to pay ________  for each annual print.
Seniors will be given six poses and underclassmen three. 
Senior pictures will all be retouched.
IT IS AGREED AND IS A PART OF THIS CONTRACT, That the 
delivery of pictures will not be later than the following 
dates :
One week after they are taken, proofs will be submitted. 
Senior yearbook pictures, delivered three weeks after 
proofs have been returned.
Mounted Senior pictures, delivered within forty-five days 
after proofs are returned, as well as wallet portraits. 
Group pictures are to be returned fourteen days after 
they have been taken.
Underclassmen wallets and annual prints are to be deliv­
ered thirty days after proofs are returned.
Senior pictures are to be taken at the ___________________
, on
—1 .2 6 —
Proofs will be delivered _____
Proofs will be returned ___________
Yearbook prints will be delivered—_
Mounted Senior pictures will be delivered 
Senior wallets will be delivered
Group pictures will be taken at the Charlo School
, proofs submitted
proofs returned ___________________ , and pictures deliv­
ered __________________________.
Underclassmen pictures will be taken at the Charlo School
_____________________________ , proofs submitted, __________
, proofs returned __________________ ,
and pictures delivered
IT IS FURTHER AGREED THAT, When any delivery date is 
not met, the party of the first part automatically forfeits 
one per cent per day of the portion of the contract due on 
that date.
IT IS AGREED AND IS A PART OF THIS CONTRACT, That when 
the party of the second part does not return proofs by date 
specified, the delivery date of that part of the contract 
will be automatically extended to the period of time equal 
to the time that was lost due to default by the party of the 
second part.
IT IS MUTUALLY UNDERSTOOD AND AGREED, That the party 
of the first part shall give to the party of the second part 
10 per cent of the gross sales of all billfold orders and 
groups sold by the Charlo Photography Editor.
IT IS FURTHER AGREED, That upon delivery of any por­
tion of this contract, that the party of the second part 
shall make payment to the party of the first part within 
seven days by Charlo Student Activity Check.
THE PARTY OF THE SECOND PART reserves the right to re­
turn to the party of the first part pictures which will not re­
produce successfully in the annual, and the party of the first 
part agrees to furnish a suitable print at no additional cost.
THE PARTY OF THE FIRST PART shall not be liable for un­
avoidable delays which may be caused by strikes, fires, govern­
ment restrictions, or other causes beyond the control of the 
party of the first part, and such delays shall not be a breach 
of contract.
IN VJITNES3 WHEREOF, the said parties hereunto set 
their hands at the date hereinbefore mentioned.
Commercial Photographer Yearbook Sponsor
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APPENDIX - ID
COPY OF LETTER SENT TO ADVERTISERS AT CLOSE OF SCHOOL YEAR 
Dear Sir,
We wish to express our appreciation for the ad which 
you placed in this year’s annual. Your friendship is a 
thing that we value highly--in fact it’s just about the most 
important thing that we stand to gain in serving your busi­
ness by handling a portion of your advertising.
We sincerely hope then, that your advertisement in 
our 1953 yearbook will meet with your approval and that you 
will be permitting us to handle an ad for you in our 1954 
annua1.
When you place an ad in our annual, it receives a 
much larger circulation than you probably expected. It 
appears not only in the Charlo community, but also in var­
ious business houses in cities all over the state. It has 
been placed in a large number of schools and army camps.
It will be taken to Germany this year by our foreign ex­
change student, Herbert Merz.
Your ad, put in any yearbook is something that will 
be thought of as an advertisement which will gain more bus­
iness for you. You are seen as a business man who is will­
ing to help today’s youth preserve the memories of the school 
year. The youth of today will be your patrons of tomorrow.
The Charlo Annual Staff is looking forward to calling upon you again next fall.
Sincerely yours,
Allan Olsen, Editor
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APPENDIX - 2D 
COPY OF LETTER RECEIVED IN REPLY TO APPENDIX - ID
Ronan, Montana 
May 19, 1953
Mr. Allan Olsen, Editor 
The Charlo Viking 
Charlo, Montana
Dear Allan:
I want to thank you for your nice letter of May 14 
expressing your appreciation for our ad in your school an­
nual. We were only too glad to make this small contribution 
to assist you in purchasing your 1953 yearbook.
We will be happy to purchase additional space in your 
1954 yearbook when you are ready for that. While Charlo is 
a separate school from the one here at Ronan, you are still 
in the territory which our bank serves and we feel we are a 
part of your community, the same as your community is a part 
of our territory.
We have made many contributions to other yearbooks 
and various other community projects in the past, but it is 
seldom that we receive a letter such as yours in apprecia­
tion of our support, and we wish to thank you for this cour­
tesy.
Again thanking you, and wishing you every success,
we are
Yours very truly,
H. E. Olsson
President of the Ronan State Bank
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APPENDIX - IE
APPLICATION FORM 
I wish to apply for the position of
on the Charlo Viking Staff. My second choice is 
___________________. My third choice is __________
My high school grade average is a , and I have
no failing nine weeks grades. In joining this club, I agree 
to obey the by-laws and constitution, and will work not less 
than sixty hours.
I have taken the following subjects: Journalism,
Art, Typing, Bookkeeping.
I have held the following offices:
Other special qualifications not covered above are :
I will glady submit to any competitive examination.
Sincerely yours,
Positions for seniors only 
Activity Editor 
Sports Editor 
Administration Editor 
School Life Editor 
Editor of album sections
Applicantfs signature
Juniors only 
Assistant Editor 
Assistant Business Manager 
Assistant Art Editor 
Assistant Advertising Editor
Juniors or Seniors 
Literary Editor 
Associate Activity Editor
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APPENDIÏ - IF 
PHOTO IDENTIFICATION F0R14 
The Charlo Viking (1953)
(Attach picture here with rubber cement)
Kindly type or print 
Back row, L. to R.: _____________________
Middle row:
Bottom row:
Officers:
Not pictured;
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APPENDIX -  IG 
SAMPLE OF DOUBLE-ENTRY BOOKKEEPING 
Charlo Viking Club (1953-1954)a c c o u n t __
D ^ t e  V o u c h e r  No, I t e m  R e c e i v e d  P a i d
1 2 / 1 T r a n s f e r . . B a l a n c e  b r o u g h t  f o r w a r d ..................................
12/3 . 227 ................ S u b s c r i p t i o n s .........................^ 4 . 5 0 ......................
1 2 / 3 ...Transfer..Telephone call..
1 2 / 4 . . . 2 3 1 .......Grade Pictures,.
1 2 / 4 . ..Transfer..Filing Cabinet..
1 2 / 4 . . . 2 3 4...... Subscriptions . . .
1 2 / 5  . .. 2 3 8 ...... Grade Pictures..
1 2 / 5 . . .  2 3 9 ...... Sweater Deposits
1 2/ 5 ... 1498..... Montana Sport Shop.
1 2 / 5 . . .  1 4 9 9..... Photography Supplie
1 2 /8 . . . 2 4 2 .......Grade Pictures.....
1 2 / 9 . . . 2 4 4...... Subscriptions......
1 2 / 1 0 . . 2 4 7...... Grade Pictures.....
1 2 / 1 2 . . 2 5 4...... Grade Pictures.....
1 2 /1 5 . . 2 6 0 ...... Subscriptions......
1 2 / 1 8 .  . 2 7 1 ...... Advertising........
1 2 / 1 8 .  . 2 7 2 ...... Senior Pictures....
1 2 / 1 8 . . 2 7 3 ...... Subscriptions......
1 2 / 1 8 .  . 2 7 4 ...... Grade Pictures.....
1 2 / 1 9 . . 1 5 2 0 ..... Taylor Pub. Co. ...
1 2 / 2 0 .  . 2 8 8 ...... Advertising........
1 2 / 2 1 . . 1 5 2 9 .............Catlin Studio......
.................. $ 0 . 6 1 . .
. 7 7 . 4 0 ...........................
. . . . . . . . 1 8 . 0 0 .  .
. 2 • 9 0 . . . . . . . . .
. 4 7 • 4 5 . . . . . . . . .
. 6 9 . 5 0 . . . . . . . . .
  6 5 . 5 0 . .
. 3 . 4 0 . .
.2 6 .1 0 . 
. 1 .5 0 . 
. 9 . 2 0 . 
.1 1 .1 5 . 
. 4 . 5 0 . 
. 1 0 . 0 0 . 
.3 7 .5 0 . 
. 4 .5 0 . 
.1 6 .9 0 .
5 0 0 .0 0 ..
1 1 6 .0 0
1 0 8 . 2 0 . .
B a l .
4 3 6 8 . 1 4  
3 7 2 . 6 4  
3 7 2 . 0 3
449 .43
4 3 1 . 4 3
434.33
4 8 1 . 7 8  
5 5 1 . 2 8
4 8 5 . 7 8  
4 8 2 . 3 8  
5 0 8 . 4 8  
5 0 9 . 9 8
519.18
5 3 0 .3 3
534.83
544.83
582.33
5 8 6 . 8 3
6 0 3 .73
103.73
2 1 9 . 7 3
111.53
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APPEIsIDIX -  2G 
A SIMPLE BUDGET PORK FOR A SMALL PRODUCTION
ANTICIPATED EXPENSES 
P r i n t i n g  ( B a s e d  u p o n  c o n t r a c t  p r i c e s  a n d  e s t i m a t e d  s p e c i f i ­
c a t i o n s ) ................................................................................................................... # 1 , 2 0 0
P h o t o g r a p h y  ( B a s e d  on  dummy, c o n t r a c t  p r i c e s ,  an d  n e c e s s a r y
e x t r a s ) ................................................................................................................... 200
P o s t a g e  a n d  e x p r e s s  ( B a s e d  u p o n  l a s t  y e a r ’ s  p r o d u c t i o n  w h ic h  
w as  s i m i l a r  i n  s i z e ; a n d  s i m i l a r  y e a r b o o k  a c t i v i t i e s )  . Ô5
S c h o l a r s h i p  ( S e t  b y  p r e c e d e n t ) .........................................................  30
C a p i t a l  O u t l a y  ( F i l e )  ...................................................................................  20
O f f i c e  s u p p l i e s ,  t e l e p h o n e  c a l l s ,  and  i n c i d e n t a l s  . . 100
T o t a l  a n t i c i p a t e d  e x p e n s e s  ..............................................................  # 1 ,6 3  5
ANTICIPATED INCOPE 
S a l e  o f  b o o k s  (1 2 5  a t  # 3 . 0 0 ,  same a s  l a s t  y e a r )  . . . .  #375
A d v e r t i s i n g  (Same a s  l a s t  y e a r ) ................................................................950
S a l e  o f  p a g e s  t o  c l a s s e s  an d  c l u b s  ( S e t  b y  t r a d i t i o n )  . 200
C l u b s  c h a r g e d  f o r  p i c t u r e s  ( S e t  b y  c u s to m )  . . . . . .  50
P r o f i t  ( C lu b  a c t s  a s  c o l l e c t i n g  a g e n t  f o r  s c h o o l  o r d e r s  
o n  s w e a t e r s ,  r i n g s ,  a n n o u n c e m e n t s ,  a n d  p i c t u r e s )  . . . 100
I n c i d e n t a l s  (Same a s  l a s t  y e a r ) ....................................................  135
T o t a l  a n t i c i p a t e d  i n c o m e  ....................................................................  # 1 , 8 1 0
R e s e r v e  ( S h o u l d  b e  a b o u t  10 p e r  c e n t  o f  i n c o m e )  . . . #181
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a p p e n d i x  -  3G
SAI^IPLE FINAL BALANCE SHEET 
ITEMS OF INCOME
P i c t u r e  s a l e s  ..............................................................................................  ^ 5 1 6 * 0 0
S w e a t e r  s a l e s  .............................................................................................. 2 3 8 . 2 0
A n n o u n c e m e n t  s a l e s  ..............................................................................  1 7 6 . 7 0
J u n i o r  c l a s s  r i n g  s a l e s  . . . . .  .......................................... 3 A 4 .7 0
A d v e r t i s i n g  s o l d  ...................................................................................  9 7 2 . 3 0
S u b s c r i p t i o n s  (1 2 $  a t  $ 3 . 0 0 )    3 7 3 . 0 0
P a g e  t r a n s f e r s  f r o m  c l u b s  ............................................................... 1 8 $ . 0 0
P i c t u r e  t r a n s f e r s  f r o m  c l u b s .................................................  4 8 . 0 0
R e f u n d  f r o m  p u b l i s h e r .........................................................................  8 0 . 0 0
$ 2 , 9 3 6 . 1 0
ITEMS OF EXPENSE
S t i f f - b a c k e d  c o v e r  ..............................................................................  $ 1 1 1 . 6 0
P a d d i n g  c o v e r  ..............................................................................................  2 5 . 0 0
S i l k  s c r e e n  d e s i g n .................................................................................  2 0 . 0 0
C o l o r e d  en d  s h e e t s .................................................................................  2 0 . 0 0
P a g e s  ( 1 0 9  a t  $ 8 . 3 5 )    9 1 0 . 1 3
S e m i - v e r t i c a l  t i t l e s  ( 4  a t  $ 1 . 0 0 ) .......................................... 4 . 0 0
L i t h o c h r o m e  e n a m e l  p a p e r  a t  1 4 ÿ ................................................  1 4 . 0 0
O v e r b u r n  p a g e s  (13  a t  $ 1 . 6 0 ) ...................................................... 2 4 . 0 0
P r o f e s s i o n a l  a r t  w o r k .......................................................................... 2 3 . 0 0
C o l o r  p h o t o g r a p h y  (8  D u o to ne  p a g e s  a t  $ 8 9 . 0 0 )  . . .  8 9 . 0 0
A u t o g r a p h  ( S e c t i o n  o f  8 p a g e s )  ...............................................  F r e e
S u p p l i e s .........................................................................................................  1 8 . 0 0
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ITEMS OF EXPENSE ( c o n t i n u e d )
A d d i t i o n a l  c o p i e s  ( 60  a t  ÿ l , 7 5 ) ..................................................... iipl05. 0 0
T o t a l .................................................................................................................... 4 )1 ,3 6 5 .7 5
L e s s  10  p e r  c e n t  f o r  f a l l  d e l i v e r y ...............................  1 3 6 , 5 7
T o t a l  p u b l i s h i n g  e x p e n s e s ................................................................i ; p l , 2 2 9 . l 6
ADDITIONAL EXPENSES
M . I . E . A .  d u e s  a n d  c o n v e n t i o n  e x p e n s e s ...............................  4^16.00
A d v e r t i s i n g  e x p e n s e s  .........................................................................  3 4 . 5 0
P o s t a g e  a n d  e x p r e s s ..............................................................................  Ô 5-00
P r i n t i n g ......................................................................................................... Ô .2 9
A w a r d s ..............................................................................................................  2 0 . 0 0
P u b l i c a t i o n s  ..............................................................................................  1 2 . 5 0
C a p i t a l  o u t l a y  ( F i l e )  .........................................................................  I S . 00
O f f i c e  s u p p l i e s  .........................................................................................  1 6 . 6 5
T e l e p h o n e  c a l l s  .........................................................................................  4 . 5 0
P i c t u r e s  .........................................................................................................  4 6 0 . 5 0
S w e a t e r s  .........................................................................................................  2 2 6 . 1 0
A n n o u n c e m e n t s  ............................................................................................... 1 5 9 * 0 4
J u n i o r  c l a s s  r i n g s  ...............................................................................  3 1 0 . 2 3
P h o t o g r a p h y  s u p p l i e s  .......................................................................... 6 2 . 2 0
A d v e r t i s i n g  i n  s c h o o l  p a p e r  ..........................................................  6 . 5 0
S c h o l a r s h i p ....................................................................................................  3 0 . 0 0
T o t a l  o p e r a t i n g  e x p e n s e s  .......................................................... $ 1 , 4 9 2 . 0 1
T o t a l . p u b l i s h i n g  e x p e n s e s  ..........................................................  1 , 2 2 9 . IB
T o t a l  e x p e n s e s  ....................................................................................  ^ 2 , 7 2 1 . 1 9
P r o f i t  ......................................................................................................  $ 2 1 4 .9 1
